






























Kither this Remington Office-riter or 
this beautiful Duchess Lady Shaver 





...can be yours 


... tree! 


Ir you use a typewriter in your office work 
you can win one of these two beauties. Grand prize 

is the fabulous Office-riter. It’s sleek, compact, yet with 

every feature needed for office or home typing —including a standard 
44-key keyboard! Its distinctive printwork truly makes 

you a “first lady of letters.” 









Dozens of Duchess Lady Shavers will also be awarded. 

The Duchess makes your personal grooming so easy... quick... 
actually fun. It’s a thrilling new personal companion 

for all your shaving needs. 


All you need do is try free samples of Remington Rand 
Carbon Paper. Then honestly tell us how you like 
the samples. It’s as easy as that. 


Act today! 
Fill out and mail this coripon right now! 


America’s ‘‘First Lady of Letters’’— 

You're cordially invited to visit the Remington Rand 
booth at the Hotel Statler, Detroit, Michigan, 
National Secretaries Association — 

Eleventh Annual National Convention —July 18-21 


Remington Rand, Room 1502, 315 Fourth Avenue, New York 10 
Yes, | use a typewriter in my office work, and | am very much 
interested in winning a Remington Office-riter, or a Duchess 


e Fz. Shaver. Please send details. i 
NAME i 


DIVISION OF SPERRY RAND CORPORATION me” 











ADDRESS. 
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years young... 


and still the best friend 
a secretary ever had 
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He got his first job in 1896, helping secretaries turn 
out neat, crisp work. Since then, he has been 
employed in almost every modern and efficient office 
across the nation. He chases fatigue so that office 
gals can enjoy their “after five” hours. He helps them 
take pride in their daily work ...and they are happier, 
the boss is happier, the clients are happier, everyone 
_ is happier. 




















His name is 


Panama-Beaver 


For 60 years, PANAMA- 
BEAVER has helped combat 
“eye fatigue” that strikes at so 
many secretaries during the 
course of the day. All 
PANAMA-BEAVER products 

are Vision Engineered, from Hypoint colored carbon 
papers to Lustra Colorful Inked Ribbons that 
harmonize with all papers and letterheads. The EYE- 
SAVER and NEW Ebony Unimasters (for spirit 
duplicating) have tinted jackets to avoid glare, relax 
the eyes, relieve harsh contrast, and permit faster work. 


Find out how PANAMA-BEAVER can become a 

) non-salaried hard working experienced employee in 
your office. Call your local PANAMA-BEAVER 
Man, always a live wire! 


PANAMA. BEA VER 
Widgy } yond 


MAntIFOLp Suppuis Co. 
19 Rector St. New York 6, N. Y. 
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Since 1896 — “The LINE that can’t be matched.’ 










Come on, you two- 
get closer together ! 













Because Park Avenue® Silk Ribbons are so sheer, they 
let the type bars get closer to the paper. Because they 
y have extra length, the ink has a longer period in 
which to recover...two reasons why these ribbons let a. - 
you get the most out of your typewriter. 















| dont get your hands 
dirty, | dont curl, | leave 
no feed-roll marks 






7 CARBON PAPER 


ROYTYPE 
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The coating on Park Lane® Carbon Papers is especially 





made for the purpose by Roytype. It is applied by a ROYTYPE®... quality supplies 
special process. The papers have a plastic back. These > for all business machines. E 
are the reasons why they write so clearly ...don’t Roytype, a department of Royal Typewriter Company, 
smear your hands... don’t leave feed-roll marks. Division of Royal McBee Corporation 
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If your circle of friends includes a young lady soon to 
graduate from high school, business school or college— 
and if she is planning a secretarial career—be sure to 
express your best wishes by giving her a gift that will 
entertain and at the same time increase her basic knowledge 
of Business Law—present her with a copy of WHAT 
EVERY GOOD SECRETARY SHOULD KNOW ABOUT 
LAW by Howard P. Reuter, Attorney at Law. 

The secretary of today is expected to know much more 
than just how to take and transcribe dictation. To be an 
executive’s real “girl Friday” she should know the basic 
principles of Contracts, Corporations, Wills, Partnerships 
and Real Estate. All of these subjects and more are 
included in this book, so chock full of information—yet 
written in a light-hearted manner certain to beguile the 
sweetest girl graduate—and the full-fledged secretary 
as well! 


CLIP THIS COUPON NOW! 





Reuter & Bragdon, Inc. 
One Gateway Center 
Pittsburgh 22, Pa. 

Please send M@.............0++-- copies of SECRETARY LAW by 
Howard P. Reuter @ $2.75 per copy, postage prepaid. 
Payment enclosed in the amount Of $2.00... ‘ 


NAME .. 





ADDRESS... 
2 | ip SRT SIRE or ZONE... STATE 


(Add 8c per copy if you live in Pennsylvania, to cover 
Pennsylvania State Sales Tax.) 














CASSANDRA D. WATERMAN 
President 


AY back when I served as a chapter officer for the 
\ \ first time and began to realize that as an NSA 
officer I would be called upon to speak on various 
occasions and to write for various publications and to sub- 
mit ideas for others to use in speaking and in writing, | 
formed a habit of keeping my eyes and ears open for “It 
has been said’s” that would help me in getting a thought 
across. How many of you have followed the same practice, 
so that now your topic file, too, is overflowing with the 
words of others, phrases that have lived because they have a 
universal meaning and are applicable to everyday living; 
fundamental truths that have been expressed so well any 
attempt to improve upon them would merely result in 
“gilding the lily”? 


How many of you, in borrowing the words of others and 
applying them to your NSA activities, have found that at 
the same time you gain a greater insight into both—the 
meaning of the particular phrase that caught your eye or 
your ear, and the meaning of NSA? For a current NSA-yeat 
there could be some 1750-plus NSA officers busily collecting 
topics. For the almost fifteen years of our Association life, 
only a conservative number of our 17,000 members would 
be officers, and the officers, past and present, represent only 
a small part of our Association. WHERE did they go, the 
secretaries who are no longer with us? And even more 
important, WHY did they go, those who have dropped out? 


Perhaps the answer lies in a quotation I picked up on 
one of my trips last fall. It has been said “Where there is 
no vision, the people perish.”* 


There are many meanings of the word vision, but here 
it is but another word for faith—faith in things unseen but 
possible of achievement. True vision is the ability to face 
facts and still believe; to face apathy and antagonism and 
adverse conditions and know that they will pass; to weigh 
the future dream against present reality and be confident 
that the dream will come to be. 


How else did The National Secretaries Association (In- 
ternational) come into being? Time was when it, too, was 
but a vision—capable of attainment but not yet a reality. 
And those in our past history who had vision, who believed 
in a professional association open to all qualified secre 
taries, kept the vision alive until their faith was shared by 
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een Said... 


sufficient people to assure that apathy and antagonism and 
adversity would be overcome. And those in our present 
history with faith in NSA and the good which it can 
achieve will—by their vision—assure the continuance of 
our Association with its promise of “. . . uniting for their 
mutual benefit women engaged in the secretarial profession.” 


There are many meanings of the word people but my 
favorite definition lies in another “It has been said”: 
“Where more than one are gathered together . . .” To arrive 
at people one must start with one. Add just one more indi- 
vidual and you have people. People, as a group, will be no 
more and no less than the individuals who raake up the 
group. Perhaps that is over-simplification, for it is generally 
accepted that there must be a common ground for any 
group of individuals to be considered a people. We have 
a common ground . . . we are all secretaries; we share a 
common vision . . . “to unite for their mutual benefit 
women engaged in the secretarial profession.” So we of 
NSA are a people. WHY did they~go, those people who 
have dropped out? 


“Where there is no vision, the people perish,” and perish, 
too, has shades of meaning: to go, to come to nothing, to 
be destroyed or ruined, to pass away. 


WHY did those secretaries go, the ones who had united 
their efforts with ours and then withdrew? Was it because 
they lacked vision? Or was it, perhaps, because the vision 
which is ours had become obscured, temporarily, before 
those former members had grasped its meaning and come 
to believe in it. 


What is true of the individual is equally true of the peo- 
ple. Will NSA come to nothing because we have lost sight 
of the vision we shared? Will NSA be destroyed or ruined 
because we have not grasped the vision that is ours? Will 
NSA pass away because we are unable to face apathy, an- 
tagonism and adverse conditions? I do not believe so. This 
I believe: that where there is vision, the people flourish. 
NSA will continue to live and flourish so long as we the 
people retain the vision that is ours. 





*The favorite verse of George Washington Carver, which I found 
during an all too short visit to Tuskegee Institute, Alabama—a 
living memorial to men of vision. 
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FREE SAMPLE. Fill out the coupon and staple to 
your company letterhead. 






| F. S. WEBSTER CO. j.1¥ 
| 9 Amherst St., Cambridge, Massachusetts loz 
! Gentlemen: Please send me a sample of Webster’s lg 
| s 
Durametric Carbon Paper. - T 
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Convention Theme: TO OPEN MORE DOORS 
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Complying with Article X, Section 5, of our Association 
By-Laws, your Board of Directors hereby announces the 
tentative agenda for the Eleventh Annual Convention of 
The National Secretaries Association (International), to 
be held at the Hotel Statler, Detroit, Michigan, beginning 
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AGENDA: 


WEDNESDAY, JULY 18, 1956 
( Pre-Convention ) 


—Registration 
3:00 P.M.—Workshop Clinics 
to 1. Division Officers 
5:00 P.M. 2. Publicity-Public Relations 
3. Casebook 


4. Education 
6:30 P.M.—Chapter-at-Large Dinner Meeting (to be 
attended by Board of Directors and mem- 
bers of the Chapter-at-Large ) 
8:30 P.M.—Reception 


THURSDAY, JULY 19, 1956 
—Registration 
9:00 A.M.—Opening Ceremonies 
—Memorial Service 
—Keynote Speaker: Mrs. Alice K. Leopold, 
ass't secretary of Labor 
—Presentation: President, Board of Directors 
—Rules of Convention 
—Agenda 
—Presentation: Chairman of Scrapbook 
Committee 
12:00 Noon—Recess for Lunch 
1:30 P.M.—Reconvene 
—Report of the Institute for Certifying 
Secretaries 
2:15 P.M.—Parliamentary Procedure Workshop 
4:30 P.M.—Recess 
8:00 P.M.—Secretary of the Year Event 
—Reception 


FRIDAY, JULY 20, 1956 
9:00 A.M—Reconvene 
—Announcements . 
—Report of the National Secretaries Home 
Association 
—Report of Rules and By-Laws Committee 
12:00 Noon—Recess for Lunch 


July 18, with the official opening on July 19, 1956: 


1:30 P.M.—Reconvene 
—Continuation of Report of Rules and By- 
Laws Committee 
—Standing Rules 
4:30 P.M.—Recess 
Evening—CPS Dinner (to be attended by CPS hold- 
ers, members of the Institute for Certifying 
Secretaries, and Board of Directors) 


SATURDAY, JULY 21, 1956 
9:00 A.M.—Reconvene 
—Announcements 
—Report of Nominating Committee (Vot- 
ing polls open from 10:00 A.M. to 2:00 
P.M.) 





—Introduction of Candidates 
—Unfinished Business 
—New Business 
—Announcements 
12:00 Noon—Recess for Lunch 
1:30 P.M.—Reconvene 
—Three B’s Workshop: 
Better Learning Editors of 
Business Education World, 
Gregg Publishing Company 
Better Letters .00..0..cccccc.... Editors of 
Today’s Secretary, 
McGraw Hill Publishing Company 
Better Living .... Editors 
Charm 
Street and Smith Publications, Inc 
—Announcement of Newly Elected Officers 
—Announcement of 1958 Convention Site 
—Other Announcements 
4:30 P.M.—Recess 
7:00 P.M.—Banquet 
—Presentation of Awards 
—Installation of Officers 
—Official Adjournment 
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International Offices 













President .. . 





Miss Clare H. Jennings Mrs. Lily A. Okura 


Ds, t ® f for Northeastern District for Northwestern District 
Vice Presidents . . . 





Miss Mary E. Suvanto 
for Northwestern District 





Mrs. Eleanor Lavelle Miss Rosa Miller 
for Southwestern District for Southeastern District 


Treasurer... 










Miss Helen A. Moe 
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Candidates for International Offices cooise: som ys, 


These candidates have received and accepted 
nominations for international offices... 


NOMINEE FOR NATIONAL PRESIDENT 


Miss MARTHA ROSAMOND 
Spokane, Washington 
Education: 

High school graduate. Graduate Kelsey-Baird Secretarial 
School, Spokane, Washington. Night student Gonzaga Uni- 
versity in Personnel Management. Night student Kinman 
Business University in Secretarial and General Business. 
Night student in Speech and Public Speaking. Completed 
part of CPS. 

Present Employment: 

Secretary-manager, Spokane Advertising Office for the 
Times Publishing Company, 3 years. Previous plus 15 years’ 
experience in fields of advertising, public relations, organi- 
zational work, insurance, finance, mortgage loans, merchan- 
dising, electrical manufacturing, and medical. 

NSA Activities: 

NSA member since 1947. Chairman and/or member of 
all chapter committees. Chapter President—two years. 
Washington Division Secretary—one year. Chairman, Na- 
tional Achievement Award Committee, 1953-54. Member 
of NW District Publicity Committee, 1949-50. 1953 Na- 
tional Convention Public Relations Chairman. Secretary of 
the Month (April 1951 issue) The Secretary. NW District 
Vice President (second term). Fitst Vice President, 1955-56. 
Other Affiliations: 

Central Methodist Church. Advertising & Sa!2s Associa- 
tion of Spokane, Inc. Serving on the Advisory Committee 
to the Intercollegiate Advertising Club. Served on the Con- 
vention-Publicity-Tourist Bureau of the Spokane Chamber 
of Commerce. Participated in work of Spokane Area Safety 
Council. Served Spokane County Unit, American Cancer 
Society. Served the Spokane County Chapter, National 
Foundation of Infantile Paralysis. Has done vocational 
guidance work with students of high school age interested 
in the secretarial profession. 

Platform on National Affasrs: 

To continue to work for the best interests of the Associa- 
tion as a whole and the individual units under which efforts 
we shall reach our common goal. To promote the steady 
progress, growth and efficient operation of our Association 
in all of its aims and projects on a high professional basis. 
To advance better public relations within our Association 
and to encourage more active participation at all levels. 


10 








NOMINEE FOR NORTHEASTERN VICE PRESIDENT 


Miss CLARE H. JENNINGS 
Chicago, Illinois 
Education: 

Graduate of Alvernia High School, Chicago, Illinois. On- 
the-job training and tutoring. Passed CPS examination in 
1951. 

Present Employment: 

Secretary to Charles Bayard Hankel, Jr., attorney-at-law, 
six years. Ten years’ prior secretarial experience in scientific 
and construction fields. 


NSA Activities: 

NSA member since 1947. Lake Shore Chapter Bulletin 
Editor, 1947-49. Vice President and Chairman of Social 
Committee, 1948-49. Lake Shore Chapter President, 1949- 
51. Parliamentarian, 1951-54. Illinois State Advisor, 1951- 
52. Illinois Division President by appointment, 1952-53. 
Illinois Division President by election, 1953-55. Procured 
and installed Moline-Rock Island Chapter, 1952. Chairman, 
National Editors Committee, 1949-51. Northeastern District 
Vice President (first term), 1955-56. Attended eight na- 
tional conventions and every local, regional and division 
meeting. 


Other Affiliations: 
Alvernia Alumnae Association. 


Platform on National Affairs: 
To lend complete support and effort to the fulfillment of 
all programs and projects of the Association and, particu- 
larly, to: 
a. Bring NSA membership to all qualified secretaries. 
b. Continue the Association’s efforts to upgrade the sec- 
retarial profession by upgrading the standards of those 
in the profession. 
c. Continue the increase in recognition of the profes 
sional aims of the Association. 
d. Further broaden interest in and appreciation of the 
CPS program. 
e. Continue the development of the NSA Home project, 
so that it may be brought to an early reality. 
f. Bring to fuller utilization the potentialities of out 
division structure, at the same time maintaining the 
autonomy of the chapters. 
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Mrs. Lity A. OKURA 
Omaha, Nebraska 


Education: 

Graduate of Polytechnic High School, Long Beach, Cali- 
fornia. Graduate of Long Beach Secretarial College. Certifi- 
cate—Hospital Administrators’ Secretaries Institute. 


Present Employment: 

Administrative secretary, University of Nebraska, College 
of Medicine and Hospital—Duane E. Johnson, Hosp. ad- 
ministrator, Alexander T. Harvey, M.D., assistant superin- 
tendent—past three years. Office manager and administrative 
secretary—6Y years at YWCA. Secretary to Franz Plewa, 
M_D., Psychiatris-—4)4 years, Father Flanagan’s Boys Home. 


NSA Activities: 

NSA member since 1949. Chairman, Employment Com- 
mittee, 1950-51. Treasurer, 1951-52. Vice President and 
Program Chairman, 1952-53. Chapter President, 1953-54. 
Delegate to National Convention, 1953, Seattle. Chairman, 
Chapter Ways & Means Committee, 1954-55. Chairman, 
National Rules & By-Laws Committee, 1954-55. Chairman, 
Scholarship Fund Fashion Show, 1954-55. Alternate Dele- 
gate to National Convention, 1955, Chattanooga. Panel 
Member—Secretaries Seminar, University of Omaha, 1955. 
Finalist in Secretary of the Year Contest—Chattanooga, 
1955. Featured in May issue of Charm Magazine “Women 
at Work,” 1955. Attended regional and all division meet- 
ings. Panel Member—High School Career Day, 1956. Panel 
Member—NOMA, 1956. 


Other Affiliations: 

Member — Fairview Presbyterian Church. Member — 
Mariners, National Presbyterian Organization (Skipper, 
Omaha Presbytery). YWCA—served two years, Chairman, 
Inter-Club Council Committee. Member—Board of Direc- 
tors, University of Nebraska, College of Medicine and Hos- 
pital Credit Union (served as General Chairman, 1955 An- 
nual Meeting). Nebraska Welfare Association (Chairman, 
General Arrangements Committee, 1955 State Conference). 
American Red Cross. Conference of Christian and Jews 
(Received Achievement Award, 1949). Japanese American 
Citizens League (held all offices on chapter level and served 
one year, Central Region Vice President—Delegate to four 
regional conventions and four national conventions ). Mem- 
ber—Urban League, Foreign Student Committee. Civil 
Defense. Appeared as speaker to . . . Women’s Division, 
Chamber of Commerce; AAUW; Quota Club; Nebraska 
Welfare Association; all church denominations; business 
sororities and TV studios. 


Platform on National Affairs: 

To Promote—and support all NSA policies as set out by 
chapter, division and national level. International relation- 
ships. Understanding between business management and the 
secretarial profession. Public Relations for NSA through 
media, TV, radio and newspapers. And encourage the mem- 
bership to participate in chapter, division and national pro- 
grams. A closer relationship between chapter, division and 
national. And encourage every qualified member to achieve 
the status of CPS. A better understanding of the National 
Retirement Home project, so that we may attain our goal. 
And encourage members to interest all qualified secretaries 
to join The National Secretaries Association (International ) . 
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NOMINEE FOR NORTHWESTERN VICE PRESIDENT 
Miss Mary E. SUVANTO 

Colorado Springs, Colorado 

Education: 

Graduate of Colorado Springs High School. University of 
Colorado—two years Extension Division. The Stenotype 
Studio—four years (night school). Passed CPS examina- 
tion, 1952. 

Present Employment: 

Colorado Interstate Gas Company as secretary to Mr. 
Lewis M. Poe, corporate secretary and general attorney; 
formerly secretary to Mr. H. F. Benson, manager, Land and 
Lease Department—nine years. Total of seventeen years’ 
experience in the legal, construction, engineering fields. 
NSA Activities: 

NSA member since 1952. Chairman, National Secretaries 
Week, 1953. Chapter Corresponding Secretary, 1952-53. 
Chapter President, 1953-55. Delegate to national conven- 
tions—Seattle and New York. Attended regional meetings 
in Laramie, Wyoming; Denver, Colorado; Ogden, Utah; 
Grand Junction, Colorado; Albuquerque, New Mexico (out- 
side District). Attended Colorado Division Meeting in 
Denver, Colorado. Member of National Casebook Commit- 
tee. Contestant in Secretary of the Year Contest, 1954. 
Publicity Chairman, Division Meeting, 1956. 

Other Affiliations: 

Member of First Christian Church—Secretary to the Of- 

ficial Board. 
Platform on National Affairs: 
To uphold the standards and ideals set by our past Na- 


' tional officers. To support all the aims and projects as set 


forth in our national by-laws and as adopted at our national 
conventions. To encourage more participation in the Certi- 
fied Professional Secretary program to the end that secre- 
taries and management will recognize the true values of 
this program and our Association. To further promote the 
dream of the National Home into a reality. To work dili- 
gently with the National Board, division officers and chapter 
officers to accomplish these goals. 


NOMINEE FOR SOUTHWESTERN VICE PRESIDENT 
Mrs, ELEANOR LAVELLE 

Port Arthur, Texas 

Education: 

Graduate of Thomas Jefferson Senior High School, Port 
Arthur, Texas. Graduate of Elliott’s Business College, Beau- 
mont, Texas, majoring in secretarial sciences. Refresher 
course, Lamar State College of Technology, Beaumont, 
Texas. Passed CPS examination, 1954. 

Present Employment: 

Owner and operator of Eleanor Lavelle Secretarial Service, 
Port Arthur (performs secretarial work —not placement 
service). Ten years in maritime, shipping, engineering, in- 
surance and legal fields. 

NSA Activities: 

NSA member since August 1948—missing only five 
business meetings in that period of time. Chairman of 
Chapter Ways and Means, Social, Civic Affairs and Mem- 
bership Committees. Co-Editor and Editor of chapter bulle- 
tin. Chapter Recording Secretary. Chapter Vice President. 
Chapter President. Chairman of Division Membership Com- 
mittee during organizational period. Division Secretary, 
1953-54. Division President, 1954-55. Chairman, Texas- 
Louisiana-New Mexico Regional meeting, 1953. Chapter 
(continued on next page) 








Secretary of the Year, 1954. Attended three national con- 
ventions, three division conventions and five regional meet- 
ings. Southwestern Vice President, 1955-56. 

Platform on National Affairs: 

To continue to serve the Association to the best of her 
ability. To promote all projects and policies established by 
the International Board of Directors, knowing that through 
cooperation the steady progress of our Association will con- 
tinue. To maintain close contact with members, particularly 
in the Southwestern District, in order that all will be fully 
informed on Association affairs. 


NOMINEE FOR SOUTHEASTERN VICE PRESIDENT 


Miss ROSA MILLER 
Hickory, North Carolina 
Education: 

High school graduate. Completed secretarial course—An- 
derson College, Anderson, South Carolina. 
Present Employment: 

Corporate secretary, member of Board of Directors, office 
manager and secretary to the President and Manager, West- 
ern Carolina Furniture Company, Inc. (furniture manufac- 
turers). Previous 17 years in Transportation and Accounting 
Departments of the Carolina and Northwestern Railway 
Company (Southern Railway Subsidiary ). 

NSA Activities: 

NSA member since 1948. Served on various committees, 
including New Chapters Committee when Morgantown, 
North Carolina, Chapter was formed. Editor of chapter 
bulletin. Chapter President, 1949-51. Chapter Correspond- 
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ing Secretary, 1953. Secretary of the Year Candidate, 1950, 
Chapter Secretary of the Year, 1953. Present Chairman of 
Chapter Education Committee. Served on By-Laws Commit- 
tee when Division organization was formed. Chairman of 


Division By-Laws Committee. President of Carolinas Divi- ° 


sion, 1953-55. Present Member—Board of Carolinas Divi- 
sion. Served on National Nominating Committee, 1950; 
National Scrapbook Committee, 1952. Sergeant-at-Arms— 
1955 National Convention. Southeastern District Reporter 
to The Secretary, 1955-56. Attended five national conven- 
tions; five district meetings; four regional meetings; six 
division meetings. Participated in Division Organizational 
Panel, 1954 District Meeting, and in Education Panel at 
1955 District Meeting. 
Other Affiliations: 

Active member of the choir of The First Presbyterian 
Church of Hickory. 


Platform on National Affairs: 

To help promote all national policies and aims. To do 
all possible to promote NSA among secretaries and em-y 
ployess. To strive for the professionalization of secretaries 
through education and the CPS program. To promote better 
public relations. To encourage members to more active par- : 
ticipation in all activities of the Association. To further the 
Home project. To create closer harmony between all chap- 
ters and between chapters and the National Board. To serve 
NSA and its members. 


NOMINEE FOR NATIONAL TREASURER i 


Miss HELEN A. MOE i 
Des Moines, Iowa 


Education: 

Graduate of Lansdale High School, Lansdale, Pennsyl- 
vania. Night student, American Institute of Business, Des 
Moines, Iowa. Night student, Drake University, Des Moines, 
Iowa. 


Present Employment: 

Secretary, office manager and administrative assistant to 
President of Brogan Construction Company—since 1946. 
Previous ten years’ experience in architectural and construc- 
tion fields. } 
NSA Activities: ; 

Member of NSA since 1946. Chapter Recording Secre- 
tary, 1947-48. Chapter President, 1949-50. Chapter Board 
of Directors, 1947-48, 1949-53. Editor “Hawkeye Keyhole’; 
bulletin, 1950-52 (third place on national award 1952). 
Chairman Publicity Committee, 1950-52. Chairman, Na- 
tional Secretaries Week, 1952. Chairman Membership Cor 
mittee, 1952-53. Chairman New Chapter Committee, 1953.; 
Iowa State Reporter to The Secretary, 1951-52. Northwest- 
ern District Reporter to The Secretary, 1952-53. National 
Scrapbook Committee, 1951. Featured in The Secretary, 
March 1952. National Secretary (two terms), 1953-552 
National Treasurer, 1955-56. Attended six national conven-' 
tions; nine regional meetings; and six division meetings. 
Other Affiliations: 

Member of Lutheran Church. Member of the Order oF 
the Eastern Star. 

Platform on National Affairs: 

To promote all policies and air1s of NSA, CPS and the’ 
Home, and to work in close harmouy and cooperation with 
the National Board of Directors for the benefit of each 
member of the Association. 
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fly a clean 


HE official name of the national 
TT tee is Stars and Stripes, but it is 

also known as Old Glory, the Red, 
White and Blue, and the Star Spangled 
Banner. The Army refers to the flag as 
the Standard or Colors, and the Navy 
alls it the U. S. Ensign. 


But however it’s referred to, we 
Americans fly it proudly on such holi- 
days as Memorial Day in May, Flag Day 
| ia June and Independence Day in July. 
Actually, according to Public Law 829, 

by the 77th Congress, the flag 
should be displayed every day except 
in inclement weather. There are many 
“special” days throughout the year when 
it is especially fitting and proper to dis- 
play Old Glory. The rule is to place the 
blue field, or union, to the right if flying 
vertically, to the left if flying horizontal- 
ly. At no time should the flag be allowed 
% touch the ground. 


Never display or store your flag in 
such a way as to get it dirty, but if it 
does become soiled with the dirt and 
grime that float through the air, you 
may launder it carefully. Fortunately, 
most flags are washable—being made 
from cotton sheeting, cotton bunting, 
| wool, nylon or a nylon-and-wool blend 
called “nylanin.” To preserve those 
bright, vibrant colors—the red, white 
} and blue—wash your flag with loving 
are. 





— 


First, use a soft brush, laden with 
thick soap or detergent suds, on soiled 
edges and spots. Then, squeeze the whole 
‘flag in a deep tub full of warm water 
aad abundant suds—the bathtub is con- 
| venient if the flag is large. Never twist, 
| wring or rub the fabric against itself. 
Rinse well, using cool water at the end, 
and extract excess moisture. Next, hang 
the flag on the clothesline as correctly 
’s you would for display. Consider your- 
self lucky that you don’t have to handle 


a 


) the largest flag of all—it flies over the 


George Washington Bridge in New 
York and requires twenty men to raise it! 


When almost dry, press the flag light- 


and the') ly on the wrong side with a moderately 


on with 


4 


hot iron using straight ‘gtokes parallel 


of each ¥ to the stripes. If the stars are appliqued, 





ry 1956 


pad the board with a towel under the 
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\ flag 


blue field. Fold the flag loosely and 
store it, as required by official regula- 
tions of the U. S. Government, in a 
place where it can’t be easily torn, soiled, 
or damaged. If a famous flag manu- 
facturer can take the trouble to insert 
washing instructions with every flag, 
you certainly can contribute a little time 
and effort to carefully wash the emblem 
that means so much to the entire world. 
Fly it boastfully clean so that those sym- 
bolic colors will always sparkle in the 
sunlight. 


It is interesting to note that women 
have played an important part in the 
history of our country’s flag. Betsy Ross 
is well known as the creator of the first 
Stars and Stripes. “‘ Shoot if you must 
this old gray head, but spare your coun- 
try’s flag’ she said,” is John Greenleaf 
Whittier’s tribute to Barbara Fritchie 
who proudly flew the Stars and Stripes 
from her window when Stonewall Jack- 
son’s rebel troops marched through 
Frederickstown. And Mary Pickersgill 
earned $405.90 for making the huge 
32 x 40 foot flag that flew over Fort 
McHenry during the British bombard- 
ment of that stronghold—inspiring Fran- 
cis Scott Key to write his immortal 
verse, “The Star Spangled Banner.” 


“SPECIAL” DAYS TO DISPLAY 
THE FLAG 
New Year’s Day........January 1 
Inauguration Day.....January 20 
Lincoln’s Birthday....February 12 





Washington's 
Birthday February 22 

Army Day... April 6 

Easter Sunday (variable ) 

Mother's Day... Second Sunday 
in May 

Memorial Day............. May 30 

Fleagy DGy..cceccccsscresesvse June 14 

Labor Dayco ocosossose First Monday 
in September 


Constitution Day.......September 17 
Columbus Day... October 12 
N@vy DAy...cccccscsscsresvee October 27 
Veterans’ DAY... November 11 
Thanksgiving Day....Fourth Thursday 
in November 
Christmas D@Y...0..0...0-. December 25 


Squeeze or squish the flag 
through lukewarm water with 
billows of soap or detergent 
suds in a deep tub—try the bath- 
tub if the flag is large. Gentle 
washing will do the job— 
never scrub the fabric 

against itself. 


To keep the Stars and Stripes 
smooth and crisp, iron the 

flag damp in the direction of 
the stripes—and keep it off the 
floor. Use a pad or turkish 
towel under the field when 
pressing appliqued stars 


When being hung or taken 
down, never let the flag touch 
the ground. The blue field should 
be at the peak of the staff. 


























































Dr. RUTH I. ANDERSON 


Dean, Institute for 
Certifying Secretaries 


N GOING through the NSA chapter 
bulletins which editors are often 
thoughtful enough to send, I have 

thought a number of times that many of 
the comments about CPS should be 
shared with all of you through the pages 
of The Secretary. Therefore, this month 
I am quoting some of the varying points 
of view relative to CPS which have ap- 
peared in your own chapter bulletins. 


What Can CPS Do For Me? 
So many of you write asking what the 
CPS program can do for you personally, 


what it can mean to you and your future, 
that I am quoting in its entirety a state- 
ment written by Miss Ruth Williams, 


CPS from Houston, “Why CPS Attracted § 


Me.” In this statement you have an 
answer to your question by a fellow sec- 
retary, an answer typical of the attitude 
of CPS holders throughout the country, 


“For as long as I can remember, I have 
had a very keen desire to be a secretary. 
In order to finish high school, it was 
necessary that I work part-time at vari- 
ous clerical or typing jobs. From the 
very first day of my very first part-time 
job, I worked toward this goal. Any- 
thing that I could learn from someone 
who was already a secretary, any source 
of study of secretarial work or for im- 
provement of secretarial work has always 
been of vital interest to me. 


“When I first heard of the Certified 
Professional Secretary program, I real-' 
ized that here at last was a way to help 
every secretary be a better secretary—a 





Save Time...Stop Wa 


Be not only an Efficient Typist, 
Happy One. 


Notice how the Typist uses Kee Lox 
Erasaguard to correct errors on Originals, 
also Carbon Copies, Perfectly and Quick- 
ly. Saves Stationery, saves Carbon Paper. 
Saves so much Time and Time today is 


real Money. 


The perfect Equipment for 1956. 


Typist. One Typewriter. One Erasaguard, 


one eraser. 


No Secretary can give full efficiency 


without an Erasaguard. Errors are so 
ly made. Read what one writes: 


“For almost a year I have been using your 


guard. I have been also unsuccessful in trying to lo- 


cate several more of them for use by others 
office. I have a terrible time trying to hang 


mine. Please tell me where I can purchase these. We 


need them so badly, they're grand.” 


Can also be used for drawing, will 


not smut if pen is used drawing lines. 
ORDER DIRECT 75c each. Wholesale Discount to 


Dealers in U.S.A. and Foreign. 


KEE LOX Manufacturing Co. 


Rochester 1, N.Y., U.S.A. 
Foreign Dealers write care EXPORT DEPT. 
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Just place the Erasaguard behind the sheet from which 


you wish to erase. Treat the Carbon Copies the same way. 
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way of achieving recognition for the sec- 
retary—a way of defining our position 
in management—and a way of measur- 
ing my own ability. The CPS examina- 
tion is the only way ever devised to 
measure the value of actual secretarial 
experience combined with the value of 
different levels of education. 


“I wanted to know if my experience 
as a secretary had been educational 
enough for me to be classified as an out- 
standing secretary, even though I did not 
have an opportunity for a college degree 
or a business school diploma. I. knew 
that when I had achieved the status of 
CPS, I would have reached a goal for 
which I had been striving many years— 
that this goal would open new doors to 
even greater achievement.” 


But We're Too Old! 


Oftentimes secretaries say to me that 
of course they would be interested in the 
CPS examination if they were younger 
but that they have been out of school for 
so many years they couldn’t possibly pass 
the examination. Why, they couldn’t 
even go back to school and study, it has 
been so long since they enrolled in a 
class. In Gateway Goings, the bulletin of 
the Jacksonville Chapter, the editors 
have found the perfect answer to that 
“alibi.” Their bulletin reads: 


“In an article entitled, ‘Forget Your 
Age, L. M. Terman of Stanford Uni- 
versity reports on tests made with a 
group of adults. Two tests were given 
to these adults 12 years apart, to learn 
whether they had maintained their im- 
tellectual ability. A highly significant 
increase in scores occurred at the second 
testing. “There is strong evidence that 
intelligence continues to increase at least 
through 50 years of age,’ the report con- 
cluded. 


“We don’t want anyone to wait until 
50 to take CPS. But those in the older 
age groups should remember that they 
have the added years of experience so 
valuable in taking CPS.” 


Since the average age of our CPS 
holders a year ago was 35, imagine what 
these secretaries should be able to ac- 
complish by the time they are 50! 


CPS—A Contribution To Management 


How do secretaries who have passed 
the CPS examination feel about it? What 
do they believe are the major contribu- 
tions of CPS? At their annual Boss 
Night dinner Miss Martha Rice, a CPS 
from Los Angeles, presented a point of 
view that is typical of the secretary who 
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has passed the CPS examination. Her 
comments appeared in the Los Angeles 
Chapter Bulletin, The Sumscriber. 


“Tonight each secretary here is honor- 
ing her own ‘boss of the year.’ As an 
American businessman, whether in a 
profession, education, or industry, you 
have helped to build the greatest eco- 
nomic structure in history. In so doing, 
you have created a place for the secre- 
tary, and for this we are grateful. It is 
our desire and aim to show our appre- 
ciation by constantly increasing our 
knowledge and improving our efficiency. 
We like to consider the Certified Pro- 
fessional Secretary program our ‘return’ 
to employers because, although CPS was 
designed by the secretary, for the secre- 
tary, its dividends are paid to business.” 


A Note From One Who Did Not Pass 
The CPS Exam Last Year 


Last of all, I would like to share with 
you the statement of a girl who took the 
CPS examination in 1955 and failed. I 
want to share it with you because I think 
it is typical of the attitude of many of 
our candidates today. We have come a 
long way in five years. We are begin- 
ning to grow up and face reality. At 
first many candidates were bitterly dis- 
appointed when they failed the examina- 
tion and often blamed their failures on 
the examination itself. Today we hear 
relatively few comments to this effect. 
Instead the usual reaction is similar to 
that of the secretary who wrote this 
statement for The Manhatter, bulletin of 
the New York City Chapter. 


“Naturally my hand shook a little as I 
opened that envelope from Dean Ander- 
son. Somehow or other I sensed by the 
quantity of correspondence therein that 
I had not made the grade. However, the 
little white card did bring me some en- 
couragement—I had been successful in 
four of the subjects and marks on the 
other two were within a few points of 
passing. I am now enrolled in classes to 
brush up for the two retakes. 


“I do feel that I have learned some- 
thing from this experience. Through 
preparing for and then taking the ex- 
amination, I became more aware of the 
fact that the knowledge, skills and tech- 
niques which make up the work of a 
secretary certainly do place it in the 
category of ‘profession.’ Also, it has con- 
firmed that to be top-level, you must not 
only have basic knowledge, but you must 
keep abreast of developments in your 
field, in your organization, in personal 


(continued on page 30) 
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An EraserSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been : 
well-trained by a good 
Secretarial school, your 

A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 

ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of EraserSTIk and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 











A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3, N. J 
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BRIGHT glow hovers over the fu- 
ture of America . . . a glow that 
could shed its light on every man, 

woman and child in our country—te- 

gardless of occupation or level of society, 

America is on the march to a richer, 

healthier, more comfortable life for all 

of us. 


This is a central conclusion of one of 
the most detailed studies ever made of 
America’s economic trends. 


No wishful thinking here—but the 
findings of twenty-five specialists who 
spent five years on a monumental re- 
search for the Twentieth Century Fund. 
It is titled: “America’s Needs and Re- 
sources—A New Survey.” 


The Twentieth Century Fund is an 
impartial research foundation set up in 
1919 by Edward A. Filene, Boston de- 
partment store magnate and civic leader. 
Its purpose: To make nonpartisan fact- 
ual studies in order to help outline and 
solve some of America’s economic and 
social problems. 


This is the second study of America’s 
past achievements and future potential 
by a team of economists working under 
Dr. J. Frederic Dewhurst, former Uni- 
versity of Pennsylvania professor, later 
economist and executive director and 
now economic advisor of the Twentieth 
Century Fund. The first study was issued 
in 1947, and its look-ahead for the 1950- 
1960 decade proved too conservative. 
The second, previewing 1960, may well 
be, too. 


The six-pound, 1148-page mass of 
closely printed text ought to shut the 
mouth of every radical from here to 
Moscow. For it shows that the nation 
which has clung most tenaciously to 
private capitalism has come closest to 
the Soviets’ theoretical goal: abundance 
for all in a classless soctety. 


Here are some facts from this study. 


In five years the average U. S. family 
income will rise from today’s $6.000.to 
around $6,200 a year. And, with the 
expected lowering of taxes, a higher pet- 
centage of that income will be spendable. 


At the same time, new methods and 
equipment will enable agriculture and 
industry to turn out more, and better, 
products in less time. All of which adds 
up to this: You—Mr. and Mrs. Con 
sumer—will have more money to spend. 
and a greater variety of products and 
services to spend it on. 
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Let's look at the three basics of any 
economy—food, clothing and shelter— 
and see ahead to 1960. 


Despite 670,000 fewer farmers there 
will be 30 million more acres in har- 
vested crops than in 1950. Better stock 
raising, more efficient farm machinery 
and management, and better growing 
techniques will assure us of more produc- 
tive farms. 


There will be new ways of concen- 
trating, preserving, vitalizing and pre- 
paring foods—which will take still more 
drudgery out of homemaking. The clas- 
sic phrase, “Woman’s work is never 
done,” will probably Jose some of its 
sting as still more and still finer house- 
hold gadgets come along to help ease 
her tasks. 


Calorie-conscious Americans will be 
eating more meat, fish, poultry, fruits 
and leafy vegetables—and less fats, beans, 
peas, potatoes, nuts and grains. 


In clothing, new and more versatile 
fibers, improved manufacturing tech- 
niques, better and more plentiful tex- 
tiles will give the family a better quality 
and a greater variety of clothing for less 
money. 


1960 will see 12 million more dwell- 
ing units than 1950. And, with many 
public housing projects completed, bet- 
ter housing will be available—although, 
with our population growth, shortages 
may not be altogether eliminated. 

And so it goes! In our new homes we 
are going to have better washing ma- 
chines, dryers, electric ironers, dishwash- 
ers, freezers, air conditioners and waste 


disposers. 


Two cars in every garage and two 
chickens in every pot will come close to 
being literally true, since more than 59 
million passenger cars will be on the 
toad in 1960—and the food supply well 
above its present heights. 


The level of U.S. well-being is already 
beyond many foreign people's under- 
standing. But the level seen in 1960 and 
thereafter is substantially higher. 


The fight on disease has never gone 
forward more strongly. Antibiotics, syn- 
thetics, and widespread research in nu- 
cleonics, electronics and chemistry are 
making intensive inroads on some of 
our most stubborn disease problems. 


Even mental diseases, once the despair 
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of scientists and today responsible for 
nearly half the hospitalized people in 
our country, are no longer beyond cure. 
From these once widely misunderstood 
ailments are now emerging more and 
more persons restored to health and 
social usefulness. 


Picturing the future resulting from 
advances in atomic research, jet propul- 
sion, rocket power, powdered metals and 
other recent developments produces only 
a blurred image. So dynamic are the 
worlds being opened up, even ambitious 
guesses are apt to prove unduly cautious. 


So much for the material things of 
tomorrow. 


Growth of our population will pro- 
ceed, with 177 million in 1960—an in- 
crease of about 16 per cent over 1950. 


Americans will continue to flock to 
the suburbs—for there is need for elbow 
room and the improved standard of liv- 
ing—while still remaining close to jobs 
in urban industry and trade. 


The phrase, “Go West,” will become 
increasingly a reality, too. The Pacific 
and Mountain states are growing faster 
than the rest of the country. 


Life expectancy keeps growing. Wo- 
men will continue to outlive men. There 
will be changes in age groups—the over- 
65's, now eight per cent will make up 
nine per cent in 1960. And older work- 
ers will be more in demand—as tech- 
nology continues to replace the more 
arduous tasks with machines, and in- 
creased purchasing power spurs our in- 
dustry. 


Greatest population spurt will be in 
the youngster group—the result of the 
recent baby boom—and among the very 
old—the result of easier, healthier living 
and progress in geriatrics and other 
sciences. 


The young adult groups (20-30) will 
show an actual decline in 1960, due to 
low marriage and birth rates during the 
depression. 


The trend toward governmental par- 
ticipation in social welfare is accelerat- 
ing. Total government expenditures in 
health, welfare, education, social security, 
defense, highways and other categories 
will be 50 per cent greater in 1960 than 
in 1950. 


This, added to company-spending on 
(continued on page 30) 
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THE MopeERN HAN? 
CLEANER FOR OFF!*® 
HOME ann FACTORY 


Clean Hands gently removes 
stubborn office stains—including 
hectograph dye—without resorting to 
harsh abrasives and strong solvents 
... ends “chemical hands” and 
cracked cuticles. Ends scrubbing, 
too! Simply massage in Clean 
Hands and wipe away with facial 
tissue. Your hands will have their 
fresh, early-morning look again! 
Apply Clean Hands before starting 
the office day. Then annoying 
stains can’t set. Grimiest grime 
disappears effortlessly. Happy 
hands are here again! 


free sample 


Get this handsome purse-size 
sample! Fill in coupon and 

‘ mail with your company 
letterhead. 


@eeee?ee?*® 
@ Fill in and send with company 
letterhead 
® COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
625 Herb Hill Road, Glen Cove, N. Y. 
i 
@ Name. cccccscccccccccccccccccccerescccecs 
@ Company....eeeee- edi ssakisvaceshnoambaus 
MD Beth. ndsancsves ecvcccccces eccccccvccccs 
_ Bo ae yer Zone State...see--s 


Mew 


hand cleaner 


























































What 

Ts 

Your 
Achievement 
Goal? 


by ELIZABETH FENTON, Chairman 
National Achievement Award Committee 








RE you working toward your achieve- 
A ment goal with persistent, pro- 
gressive effort? 

Achievement is the accomplishment 
of one’s goal. It is defined as “a desired 
result accomplished or achieved through 
progressive effort.” 


Some people wander aimlessly through 
life discontent, frustrated and unhappy 
because they have never established for 
themselves a real purpose in life—a goal 
to which they could aspire. Disillusioned 
by fleeting time, they continue dis- 
couraged, regretful and unhappy, unless 
thought is awakened and inspired by a 
challenging goal. 


Achievement originates in mind, with 
thought dedicated to an ideal—a pur- 
pose—a goal—and unfolds in fruition to 
the degree of one’s fidelity to its pur- 
pose. Those who are inspired with a real 
desire and determination to succeed, 
achieve success through pursuing the 
goal with diligent, progressive effort. 


In NSA we have a definite goal—a 
definite purpose for uniting in a profes- 
sional association. Achievement of this 
goal is measured by the degree of en- 
thusiastic, purposeful and progressive ef- 
fort on the part of each member. 


The National Achievement Award 
program provides an incentive for 
achieving the goal of our Association 
through participation in progressive local 
level activities. These activities tend to 
promote continuous advancement of the 
secretary through on-the-job-training 
and through the Certified Professional 
Secretary program with its accompany- 
ing educational aspects and benefits. To 
these activities are added those of pro- 
moting good public relations through 
participation in civic affairs of the com- 
munity by volunteering professional 
services. 


A speakers’ bureau and activities in 
keeping with the observance of National 
Secretaries Week serve well to promote 
recognition of the purposes of our Asso- 
ciation throughout the Nation, and to 
honor all secretaries everywhere. 


Participation in career day programs 
of local high schools, business schools, 
colleges and universities lends helpful 
encouragement and assistance to young 
graduating students, on the threshold of 
decision, seeking to establish for them- 
selves a challenging achievement goal. 






Your National Achievement Award 
Committee functions to administer your 
achievement program and to stimulate 
and encourage interest in local activities 
purposeful to your goal. 


As a well planned program is ineffec- 
tive without a good participating mem- 
bership, your efforts in membership 
procurement should be progressively for- 
ward. Invite to regular meetings of your 
chapter, as prospective members, quali- 
fied secretaries who will uphold the aims 
and purposes of our Association. 


There has been enthusiastic response 
to this year’s Achievement Award con- 
test. Many chapters are forming achieve. 
ment award committees for the coming 
year. This is an excellent idea for early 
planning of programs and _ activities 
aimed toward your goal and for main- 
taining a constant awareness of achieve- 
ment award participation. 


It is not too early to think of next 
year’s program, as many activities require 
long range planning. If your chapter has 
not sponsored a secretarial workshop or 
institute, in which you have opportunity 
to share and exchange ideas with other 
interested secretaries from varied fields 
of industry and profession, begin work- 
ing on this idea NOW! Much advance 
planning is required to sponsor a work- 
shop, institute, or to install a new chap 
ter. Advance planning affords a head 
start on your achievement award tally. 


The five award classifications afford 
every chapter equal opportunity in the 
National Achievement Award competi 
tion. 


Will your chapter head the list in 
your classification at the Detroit Con- 
vention in July? 


Have you established your goal? 


Have you, with loyalty and devotion 
to your purpose, pursued the goal with 
persistent, progressive effort? 


Only YOU hold the key unlocking th 
answers to these questions. 


The time is fast approaching to tk 
inventory of your progress during th 
year. As you have established your go 
—as you have been faithfully devoted 
your purpose—as you have pursued you! 
goal with persistent, progressive effor 
—you will look with justifiable pri 
on your record of ACHIEVEMENT. 
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ter a crisis in your office and 

were to seek the advice of another 
secretary, how long do you think it 
would take to find someone who had 
faced precisely the same problem or one 
so similar to it that you could adopt her 
solution? Would it be the first secretary 
you asked? Or the tenth? Or possibly 
the twenty-fifth? 


If TOMORROW you were to encoun- 


Perhaps you could “advertise” for a 
slution through a “What would (or 
did) you do?” column. Allowing for 
publication schedules and for the spirit 
10 move someone to answer your ques- 
tion, you might get your reply in three 
months. 


In the meantime what about the crisis? 


Admittedly, this is stretching a point. 
But wouldn’t you welcome having on 
your shelf NSA’s Casebook of Secretarial 
Problems, a book that would distill the 
response of hundreds or thousands of 
secretaries to the crises and annoyances 
that we meet every day—or maybe just 
the answer to “how best can I do this”? 
Even if you couldn’t pinpoint a solution 
to your particular problem, the fact that 
other secretaries had offered workable 
suggestions would encourage you to 


speak up. 


Suppose, on the other hand, that you 
knew a young secretary or a fellow chap- 
ter member who was facing a problem 


The Voice of the Secretary 


EUNICE GRAHAM, CPS, 
Chairman. Casebook Committee 
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in her office. You might be diffident 
about telling her what to do, but— 
mindful of your opportunity as an NSA 
member to “serve in any capacity” and 
to “help younger business women” (see 
your Policy and Procedure Manual)— 
you would have no hesitation about 
sharing her problem; and certainly you 
wouldn’t withhold from her your solu- 
tion to a similar problem. Casebook is 
but the sharing of solutions—and we 
need yours. 


Do you think your experience isn’t 
worth writing down? There we believe 
you underestimate yourself. “For want 
of a nail the shoe was lost . . .”—need 
we say more? 


Perhaps you are waiting for the other 
16,000 members of NSA to send their 
stories. This is a sure way to accomplish 
nothing, as our membership committees 
know when they remind us that success 
comes from the help of everyone. Every- 
one is YOU and the other 16,000 mem- 
bers. 


You can join Casebook today. You. 


don’t have co be eloquent, or submit 
qualifications, or take a course of study. 
Just— 


1. Ask your chapter or division Col- 
lector for a copy of the suggested form 
for submitting cases, write up your ex- 
perience and turn it in to her. (It isn’t 
















































necessary to use the form, but we think 
you will find it convenient.) Your story 
will be routed from the Collector to the 
district representative on the Casebook 
Committee. Only the members of the 
Casebook team will know your name in 
connection with your experience — we 
promise you that. 


2. If you are reluctant to send your 
story through someone you know, send it 
direct to your district representative on 
the Casebook Committee or to the chair- 
man. Here are the names* of the com- 
mittee members: 


Mrs. Ruth J. Anderson, CPS (SW) 
Mary Ruth Chiles, CPS (SE) 
Mrs. Charlotte Quinn 

(NE: Pennsylvania and east ) 
Julia S. Robertson, CPS 

(NE: Ohio and west ) 
Mary E. Suvanto, CPS (NW ) 


Many others—managers, human rela- 
tions counselors, comptrollers, super- 
visors—have turned to casebooks for 
study and guidance. However, if you 
examine a shelf of business reference 
books you will see a gap—one that can 
be filled only by our Casebook. 


Will secretaries be the only mute seg- 
ment of American industry? Let Case- 
book be your voice. Let's speak for our- 
selves. 

*Your president has the addresses. 









Beautiful grounds surround all of the hospital’s buildings. 


i ian | tit ' ; 
: AIRMONT HOSPITAL of Alameda County is a chronic) 


and convalescent hospital concerned primarily with 
geriatrics (diseases of the aged) and has a capacity of 
770 beds. It is situated on a lovely foothill site consisting of 
401 acres near the City of San Leandro, California. During’ 
the past eight years, a $9,000,000 reconstruction program 
















































has been in progress, with the result that Fairmont Hospital 
is considered one of the outstanding hospitals of its kind 
in the country today. 
Just recently a section of the hospital was set aside asa 
° °. Poliomyelitis Respiratory and Rehabilitation Center, be- 
Fa 1 7 mon t Ho S 1 C q| coming one of 14 such centers in the United States de- will | 
P voted to the highly specialized care of post-poliomyelitis parts, 
patients with breathing difficulties. The P. R. & R. Center on 
now has 28 patients, ranging in age from 114 to 40 years, 
A Ti 2 and ranging in care from totally paralyzed patients who Th 
nn Ur ner P| must remain in an iron lung at all times to patients who well-r 
have now reached the stage where they have learned “frog- ieee 
breathing” and can get about with the aid of a wheelchair ending 
“ b 7 or canes and braces. Patients come to this center from as Turne 
a V OT Wa S Uu ject far away as Alaska, and visitors to the center have included like f 
such distant travelers as a minister from Iran. being 
The members of Lake Merritt Chapter (Oakland, Cali- The 
fornia) were invited to make a tour of the hospital by their minist 
president, Mrs. Ann B. Turner, who serves at the hospital as tion f 
secretary to the Administrator, Mr. E. M. Carpenter. All the archite 
chapter members were thrilled at this opportunity to meet nel co 
the patients at the center, and to witness first hand the selecti 
modern facilities and methods which play such an important Fairme 
part in the rehabilitation of paralyzed patients who must an Ov 
use such respiratory aides as the iron lung, portable chest Occup 
respirators or rocking beds. as Clir 
Rehabilitation is the key word of medicine today, ac- Besi 
cording to Mr. Carpenter, and the desirable objective of all pital, ] 
modern hospitals today is to get the patient up on his feet fire en 
as soon as possible, enabling patients to return to their house » 
communities and to live the most active life consistent with attend 
their conditions. Recent years have witnessed many pioneer- § jitney, 
ing efforts in hospital care, and the advances in rehabilita- the cht 
tion medicine are being put into practice at Fairmont § piped t 
Hospital, providing the dynamic, integrated services which 
m, 
where | 
she enj 
are wot 
groups 
carols 2 
, Mrs. 
In the Rehabilitation Ward Mr. E. M. Carpenter, ad- to reco 
ministrator of Fairmont Hospital, and his secretary, Mrs. C 
Ann B. Turner, encourage Mrs. Bernice Pearson, a para: ounty 


plegic patient, to take up the “tools of her trade”— lic He 










typing and shorthand—in preparation for the perhaps which | 
not-too-distant day when she may once again become a : 
in the | 
secretary in community life outside of the hospital. 
Photo by Tom Kennedy 
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Fairmont Hospital re- 

















BS. sembles a small city. In 
fact, its population is. 
even larger than that 
of many small towns 
— approximately 770 
patients and 800 em- 
ployees. The hospital’s 
gigantic reconstruction 
program was under 

way at the time this - 
chroniea photograph was taken. 
ly with © 

acity of 

sting of 

During 

rogram 

lospital 

ts kind 

de as a 

er, be- 

ae be. will permit patients to lead independent lives of dignity supervision of the public health nurses. This has been made 

ri is outside the hospital, and thus prevent the costly economic, possible by the advent of new antibiotics used in the treat- 

a: psychic and social costs of chronic disease. ment of diseases of the chest. 

ts who The field of hospital administration is one that offers a National Hospital Week will be held from May 6-12, 

he well-rounded variety of activities to a secretary who wants _ jeigrorbag porta ee hold open — You are 

TOB- something more from her job than that offered by the urged to take advantage of this opportunity to learn more 

-elchair ordinary routine of the regular business office, states Ann about the challenges and opportunities in hospital careers. 

vcluded Turner, especially if you enjoy meeting the public, truly Pip 28-5 one ae than ee ne erent 

like people and enjoy the satisfaction that comes from — . 1m the Nation, and are constantly in need of new personne. 
being able to help others. to —s the tasks brought about by the rapid advance of 
medical sciences. 

1, Cali- The Administrator's office is the hub of all hospital ad- : : eee : 

yy their ministration and activity, and thus during the reconstruc- The most important person in any hospital is the Patient, 

pital as tion program, Mrs. Turner attended various meetings of and to achieve the ideal end of all medical care—rehabilita- 

All the architects, department heads and other construction person- tion—not only the pathology of disease must be dealt with, 

SP | ice may vik Berns ply well heal umn ay Ph lt Te 

selection of equipment for the various departments. At ot 
portant Fairmont Haag dae is a very active Snckare Service, true hospital everyone is a therapist, from the administrator 

Oo must an Out-patient Clinic, departments of Physical Therapy, down through the se. i of a arn a regen xe 

e chest Occupational Therapy, and the usual ancillary services, such or an encouraging word from even the least of these has its 

as Clinical Laboratory, X-ray, Central Supply and Pharmacy. own therapeutic value. 

ay, ac- Besides offering the facilities expected in a county hos- T Sen een S gro <i re Merritt eee 

> of all pital, Fairmont also has its own fire department (and two Uy ha eins ‘bli ig He “4 eee > TE 5 nil 

is feet fire engines), a laundry, a hog farm, a power plant, green- ouanseasetos ke A parece. F sis se. aisha hase 

> their house and nursery, and a chapel. Patients who are able to SatS, SOLE SUEY, Se: re 

ta — spe aphrts os regen & ye panyuris by a She has been active in club work in Oakland for some 

a ere St CROSS eee ee ee len See eee a years, as she is past president of the Parker Parent-Teacher 

abilita- the church services over the hospital's radio system which is Association and an honorary member of the California 

a piped to earphones by each bed. Congress of Parents and -Teachers. 

Sometimes her work takes Mrs. Turner out on the wards As a native Californian, she has also been active in the 
a learns to know the patients personally, and this fraternal order of The Native Daughters of the Golden West 
she enjoys most of all because, she says, “All of our patients and is past president of the Fruitvale Parlor of Oakland for 
are wonderful people.” During the holidays, many volunteer that organization. 
groups come to the hospital with gifts, to sing Christmas 
carols and have parties for the patients. She has served as publicity chairman and scrapbook chair- 

. man for the Hay-San Toastmistress Club. 
= Mrs. spe also —— ee —— rages rR ae ‘ ee gee hee 
record the proceedings. One of these is the Alameda rs. Turner has attended the meetings of the public rela- 
County Tuberculosis Home Care Program attended by Pub- tions representatives of Northern California held by the 
lic Health personnel to discuss plans for this program California Division; the annual conventions for the Cali- 
which is designed to permit the treatment of tuberculosis fornia Division; and the regional meetings called for the 
in the home under the care of a private physician and the Southwestern District NSA. 
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ACHINES which will accumulate 
M sums are among the most com- 

mon sights in places of busi- 
ness. The basic mechanism of most 
present day adding machines is a series 
of wheels. The rim or tire of each wheel 
has been divided into ten equal sections 
to designate figures 0 to 9. These num- 
bers are usually printed on the wheels 
and may be viewed through openings in 
the cover which permit only one number 
on each wheel to be seen at one time. 
The arrangement is similar to the mile- 
age indicator on an automobile speed- 
ometer. The adding machine is so 
constructed that by depressing a key or 
moving a lever to select a number from 
0 to 9, the wheel will revolve past the 
opening (dial) a distance equal to 1/10 
the circumference times the number 
selected. Thus if the key for number one 
is depressed, the wheel will rotate 1/10 
of a turn and a *1” will appear in the 
dial. If the number 7 were selected next, 
the wheel would rotate 7/10 of a turn 
further and “8” would appear on the 
dial. If we now selected the numbef 5, 
we know the wheel will rotate 5/10 of a 
turn, starting with 8. If the wheel turned 
slowly we would see the following five 
numbers pass: 9, 0, 1, 2, 3. The number 
3 on the wheel would appear, but ob- 
viously 3 is not the sum of 8 plus 5. 
If we had watched closely, we would 
have seen that as the first wheel rotated 
to expose “0,” the second wheel rotated 
1/10 of a turn to expose a “1” to view. 
On a five digit machine the dial would 
have looked like this as each successive 
number appeared on the first or right 
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ACCOUNTING 


simplified for the busy secretary 
by WALTER R. STROTHMAN, C.P.A. 


adding machines 


hand wheel: 00008, 00009, 00010, 
00011, 00012, 00013. 


All adding machines are so constructed 
that when a counting wheel passes from 
the 9 position to the 0 position, it auto- 
matically rotates the next wheel to the 
left 1/10 of a turn. The digits indicated 
on the dial are labeled from right to left 
as units, tens, hundreds, thousands, etc. 
We have just seen that ten units digits 
are equal to one tens digit. Similarly 10 
hundreds digits equal one thousands 
digit. In terms of machine operation, 
a full turn of the hundreds digit wheel 
equals 1/10 of a turn of the thousands 
digit wheel. 


The counter wheels of adding ma- 
chines are activated by three different 
methods: (1) finger pressure on the 
keys causes the wheels to rotate directly. 
This type of machine is referred to as 
“key-driven,” (2) hand lever, which is 
separate from the keyboard and activates 
the wheels from a ratcheted rotor after 
the number has been preselected on the 
keyboard, and (3) electric motor, which 
drives the rotor when a motor bar or 
key is depressed. Some machines have 
devices on all keys so that an electric 
motor is utilized to operate the mecha- 
nism each time a number is selected on 
the keyboard. 


Besides classifying machines between 
manual and electric, we may classify 
them according to their characteristics 
with respect to: type of keyboard, listing 
ability, size of amounts (number of 















digits) which can be handled, n 
of registers, ability to subtract dir 
flexibility and speed. 


The most distinguishing feature 
any adding machine is the keyboard. 
ten key machine has one set of k 
marked 0 to 9. Amounts are i 
into the machine by depressing the k 
one at a time as the number is 
from left to right. This type of machine 
requires that all zeros be inserted by de- 
pressing the zero key. Some machines 
have double and triple zero keys to speed 
the writing of ciphers when they are 
numerous. The ten key machine is easy 
to use with a touch system, thus obviat- 
ing the necessity for glancing from the 
copy material to the keyboard upon each 
insertion. 


The full keyboard machines have 4 
separate column of keys for each digit 
within the capacity of the machine to 
receive numbers. Thus a 6 digit full 
keyboard machine might have 60 keys 
whereas a 6 digit ten-key machine would 
have only ten keys. Some full keyboard 
machines do not have zero keys but the 
machine automatically prints zeros whet 
needed. The keys of a full keyboard ma 
chine may be depressed in any sequenie 
and therefore a number need not neces 
sarily be read from left to right. 





Adding machines may also be class 
fied as to whether they list or do m0 
list (print). All nonlisting machines 














have full keyboards and visible dials w Aq 
(continued on page 30) tive 
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The Association’s headquarters offices are now in the 
conveniently located KMBC Building. 


Receptionist Sandra Cooper, ready to greet 
visitors to NSA’s new home offices. 


HEAUWUATERS 
Nel 


+t 


A matching paneled planter divides the reception area 
from the general office. Here is ample desk space for 
four of the Headquarters’ personnel. Walls are light 
they are green paneled dado with gray mottled uppers. Acousti- 

: cal ceilings, air conditioning and new metal furniture 
ne 15 cay all add up to a pleasant place to work. 


NOTHER mark of NSA progress is the recent relocation 

of its Kansas City, Missouri headquarters office. At- 

tractively modern, the offices are located on the East Mez- 

zanine of the KMBC Building at 222 West 11th Street. 

Other tenants of the building include KMBC-Radio, KMBC- 

TV and United Press. A theatre for stage productions only 
is also housed here. 


Desks and file cabinets are General Fireproofing’s “Mode- 
Maker” in gray metal with Velvoleum tops (noiseless and 
washable ). The upholstered chairs in the reception area and 
in the executive office are rose-colored with aluminum trim. 
Draperies are gray with a multi-colored abstract design. 





Acoustical ceilings are in all offices and the executive 
secretary's office upper walls are entirely acoustical. All 
space is air-conditioned, and an inter-communications sys- 
tem has been installed. 


The Association may well be proud of the impressively 


A quiet office and spacious desk are enjoyed by Execu- ; ; , 
smart appearance of its headquarters’ new location. 


tive Secretary Helen J. Boyle. 
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ROSA MILLER 
P. O. Box 672 
Hickory, North Carolina 





SOUTHEASTERN DISTRICT 





The Louisville Chapter (Ky.) cele- 
brated National Secretaries Week in a 
big way. Mrs. Jane Clark appeared on 
television with her boss, Mr. L. H. 
Means, manager of Employee Plant and 
Community Relations of G. E., in “The 
Star and the Story.” 

The George C. Fetter Company served 
breakfast April 25 followed by a tour of 
its offices and production area. President 
Mrs. Marguerite Griffin and Vice Presi- 
dent Helen Cantrell were interviewed 
on station WHAS-TV. 

Mr. Frank Anderson, president of the 
Anderson Woodworking Company, was 
host at a luncheon honoring his secre- 
tary, Mrs. Marguerite Griffin. 

The annual fund-raising card party 
was held April 26. 

* * * 

Shells collected by members of the 
Delaware Chapter (Wilmington, Del.) 
in Fort Lauderdale were used to decorate 
tallies for the annual fashion show and 
card party held to raise funds for the 
scholarship award and work with the 
crippled children and adults. Two “blitz” 
days were devoted by members in getting 
out Easter seal campaign material. “Keys 
to Secretarial Growth” was the theme 
of the third annual workshop, April 21. 
R. Russell Pippin, treasurer of the Du- 
Pont Company, was the keynote speaker. 
Group discussion sessions were held on 
automation, business law, management 
and human relations. 

* * * 


On March 2 the Aiken Chapter 
( Aiken, S. C.) was installed by the Fair- 
ways Chapter (Augusta, Ga.). The in- 
stallation followed dinner in the Pine 
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Unless otherwise noted, identification of 


photographs reads from left to right. 


Room of the Commercial Hotel, Aiken. 
Mayor Charles M. Jones welcomed the 
new chapter and Mr. William A. Smith, 
DuPont Company, was guest speaker. 
Mrs. Elizabeth T. Roper, president of 
Augusta Chapter, was the installing of- 
ficer. Twelve members comprise this 
new chapter. Nellie Bonnett is the presi- 
dent. 
* * * 

Guest speaker at the March meeting 
of Presidential Chapter (Washington, 
D. C.) was Representative Patrick J. 
Hillings. Visitors were Congressional 
secretaries and members of Executive 
and Capital Chapters. The speaker was 
introduced by Congressman William H. 
Ayres, 14th District of Ohio. Representa- 
tive Hillings gave an interesting account 
of his recent visit to the Soviet Union 
and five satellite countries. 

On March 13, chapter members were 
hostesses at the Naturalization Services 
in Washington when 153 persons from 
35 countries were accepted as citizens of 
the United States of America. 

* * * 

One year and four months after the 
first visit, Palm Beaches Chapter (West 
Palm Beach, Fla.) organized Fort Pierce 
Chapter (Fla.). At a luncheon at the 
Pelican Yacht Club, Fort Pierce, the new 
chapter was installed by Mrs. Marie 
Starr, Florida Division president, assisted 
by Elizabeth LeMaster, president Palm 
Beaches Chapter. Mr. Raymond Mor- 
land, manager Chamber of Commerce, 
and Mayor Raymond Pedgett, both of 
Fort Pierce, gave the welcome addresses. 
Sixteen new members and one transferee 
compose the new chapter. President is 
Mrs. Hertha Bisher. 

* * * 

On its fourth anniversary Confederate 
Capital Chapter (Montgomery, Ala.) 
met with the Secretarial Science Club of 
Huntingdon College. Mrs. Dollie Mc- 
Collum gave a short history of NSA and 
Mrs. Sylvia Stamm reported on our na- 
tional projects, with special emphasis on 
















































































CPS. Edna Lett, a junior at the college, 

majoring in secretarial science, was pre- 

sented the chapter’s scholarship award. 
* * * 


There is no longer a Gulf-to-Bay 
Chapter. The name has been changed to 
St. Petersburg Chapter (Fla.). The chap- 
ter’s Ways and Means Committee wound 
up a very profitable season, which in- 
cluded a rummage sale, sale of steak 
knives, and a card party and style show. 

* * * 


The theme of Executive Chapter 
(Washington, D. C.) annual Boss Night 
banquet was travel. The guest speaker, 
Mr. Robert F. Kennedy, showed movies 
of his trip to Russia. Miss Alene Phillips, 
executive assistant to the Secretary of 
the Interior, was named Boss of the Year. 

Gertrude O'Malley, chapter president, 
spoke on CPS in a panel discussion 
titled “Women in Business” on Career 
Day at Marymount Junior College, Ar- 
lington, Virginia. 

* * * 

Atlanta Chapter (Ga.) sponsored the 
third annual secretarial refresher cours 
at Georgia State College of Busines 
Administration. College faculty members 
taught the four weeks course. 

* * * 

Allan Key gave a check, through the 
Atlanta Chapter, to the National Home 
Fund in memory of his wife, the late 
Ruth Key. The amount represented one 
dollar for each year of Ruth’s life and 
one dollar for each wedding anniversary 

* * * 

Miami Chapter (Fla.) activities fo 
NSW included a workshop at the Uni 
versity of Miami; membership tea at th 
home of President Gladys Heath; cock 
tail party given by Boss of the Yea 
Judge Robert L. Floyd; Career Day with 
short talks before civic organization 
and schools on NSA and CPS; a ba 
luncheon and fashion show at Burdine’s 
Boss Night banquet at fabulous Eder 
Roc Hotel; cocktails and dinner servet 
aboard a National Airlines flight; a ski 
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entitled “Secretarial Daze” presented 
over TV. 
* * * 

The O. Henry Chapter (Greensboro, 
N.C.) celebrated its eighth birthday 
with a “Birthday Ball” held at Starmount 
Country Club. Each table was decorated 
with a mock birthday cake with eight 
candles. The bandstand was decorated 
with cutout letters spelling out “Happy 
Birthday.” A popular spot was a table 
of delicious hors d’oeuvres made by a 
committee of members. 

* * * 


The Education Committee of Mala- 
bouchia Chapter (Jackson, Miss.) spon- 
gored a program held at the New 
University Teaching Hospital. Members 
were conducted on a tour of the modern 
building. Another interesting meeting 
was held at the new Municipal Library. 
Facilities of the library were outlined 
and offered to all secretaries. 

Members participated in the February 
Heart Fund drive, working more than 
105 hours. 

* * * 

James F. Byrnes Chapter (Spartan- 
burg, S. C.) held its annual Employer- 
Civic banquet March 8 at the Spartan- 
burg Country Club. Special guests were: 
representatives of civic clubs. The speak- 
et was Mr. Ralph C. Clontz, Jr., attorney, 
who told how he infiltrated Communists’ 
tanks in North Carolina and spied for 
the FBI. 

Another highlight of the program was 
the presentation by Mrs. Ann Davis of 
the Boss of the Year Award to Mr. 
Roger Milliken of Deering-Milliken. 


DOROTHY LEWIs, CPS 
1715 Hyde Park Avenue 
Waukegan, Illinois 


~~ 
NORTHEASTERN DISTRICT 


_ To all Chapter Reporters: Effective 
immediately please send your releases 
for publication in this column to your 
district reporter at the address shown 
here... 1715 Hyde Park Avenue, Wau- 
kegan, Illinois. 





* * * 


_ Codi Chapter (Canton, Ohio) held 
its second secretarial clinic, Saturday, 
April 21, at Timken Vocational High 
School. The principal speaker was Doro- 
thy Fuldheim, news analyst and com- 
mentator from WEWS-TV Station, 
Cleveland, Ohio. Ohio Division Vice 
President Marjorie Cron spoke on the 
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CPS program. Jeanne Fritchley was 
chairman of arrangements. 
* * a 

Rock River Chapter (Moline, East 
Moline, Rock Island and Silvis, Ill. and 
Davenport, Iowa) has a busy member- 
ship: Betty Denkhoff, vice president, 
spoke on secretarial work and CPS be- 
fore the United Township High School 
Business Club of East. Moline, March 
20; chapter President Madeline Walsh 
served as a judge at the annual stenogra- 
phers’ ball in Davenport, Iowa. The 
chapter as a whole participated in typing 
letters for the Crippled Children’s Foun- 
dation and assisted in TB Association 
and Cancer Society mailings while tak- 
ing in stride study group sessions and 
preparation for their third secretarial 
institute which was held at the Le Claire 
Hotel in Moline, Illinois on April 14. 
Their scholarship fund of $300 is 
awarded to a high school graduate of 
the area, who wishes to become a secre- 
tary, to defray part of the cost of attend- 
ing the Moline Institute of Commerce. 

* * * 

Staten Island Chapter (N. Y.) re- 
ceived an award from the Cerebral Palsy 
Association of Staten Island in recogni- 
tion of volunteer services rendered by 
chapter members during the past three 
years. President Ruth J. Litke accepted 
the award for the chapter at the Associa- 
tion’s annual dinner on March 22. 

* * * 

New York City Chapter (N. Y.) 
honored its 1956 Boss of the Year, Ed- 
gar J. Buttenheim of Yonkers and New 
York City, and other bosses of members 
March 13 at the Waldorf-Astoria. The 
plaque in token of this award was pre- 
sented by the 1955 recipient of she 
honor, Reverend Karl K. Quimby, edu- 
cational secretary for the Methodist 
Church Board of Missions. Publisher of 
the trade papers, The American City, 
Contractors and Engineers, The Munict- 
pal Index, American School and Uni- 
versity, and The School Executive, Mr. 
Buttenheim is also chairman of the board 
of the American City Bureau, of which 
latter organization he was co-founder in 
1913. His secretary, Mrs. Alicia Cogan, 
cited among his qualifications for the 
award his “industrious devotion to work 
and belief in the integrity of American 
business, his unfailing courtesy, kind- 
ness and realization that little things 
count,” concluding, “to his several hun- 
dred employees, he exemplifies the ideal 
boss.” Dr. Paul F. Genachte, acting di- 
rector of the Atomic Energy Division 
of The Chase Manhattan Bank, was the 
principal speaker; his topic, “Atomic 
Energy,” is the subject of several book- 
lets authored by him. 


Charter being presented to the officers of the 
Aiken Chapter §. C.). Shown here are: Lucy 
Coleman, treas.; Helen Brown, rec. sec’y.; Peggy 
Bumpus, corres. sec’y.; Nellie Bonnett, vice pres.; 
Mrs. Mary. Frances Arender, PB vcr and Mrs. 
Elizabeth T. Roper, Fairways Chapter president, 
installing officer. 


A group of St. Petersburg Chapter members who 
were ribbon marshals at the Pinellas County An- 
nual Horse Show. Susie Kulzer of Ormond Beach, 
Fla., was the winner and Martin of Beau- 
mont, Texas, was ring master. Pictured here are: 
Gretchen Dilocker, Betty Lanham, Betty Hubert, 
Jane Stratford, Mary Brooks, Irma Huska, Mar- 
jorie Kennedy, Jackie Ellis and Bobbie Brown. 


At New York City Seeger'’s Boss Night, mem- 
ber Alicia Cogan’s boss, Mr. Edgar J. Buttenheim, 
ublisher, was chosen 1956 Boss of the Year. 
ere seen are Mrs. Cogan, Mr. Buttenheim, 
President Cassandra D. 1 
Gute, 1955 Boss of the Year, A 4 
chairman Boss — dinner, Maybelle Brown, 
chapter president, Dr. Paul F. Genachte, principal 
hk and A T. Maddalo, publicity 





chairman. 
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from the four corners of the NSA 








Camden Chapter (N. J.) members 
have been requested to serve again this 
year as judges in the Gregg Shorthand 
contest sponsored by the Esterbrook Pen 
Company. 

* * 

“The Business Cycle and Your Job” 
was the subject of Dr. David H. Mc- 
Kinley, assistant dean of the College of 
Business Administration, Pennsylvania 
State University, at the Boss Night din- 
ner of Conestoga Chapter (Lancaster, 
Pa.). 


* * * 


Doris Snellinger, Pennsylvania Divi- 
sion vice president and member of 
White Rose Chapter (York, Pa.), repre- 
sented the secretarial profession on a 
panel at the ninth annual Seminar in 
Business Education at Elizabethtown 
College, Elizabethtown, Pa., jointly spon- 
sored by the College, NSA and NOMA. 
The theme was “building effective com- 
munications between the school and of- 
fice from the viewpoint of the business- 
man and the educator.” 

* * * 


Dr. Neal Bowman of New York City 
keynoted the morning session of a work- 
shop conducted by Moundbuilders Chap- 
ter (Newark, Ohio) at Denison Uni- 
versity, Granville, Ohio, preceding a dis- 
cussion of business problems by a panel 
of Newark professional men. The after- 
noon speaker was Dr. Harm Harms, di- 
rector of Business Administration at 
Capital University, Columbus, Ohio. 
Marjorie Cron, vice president of Ohio 
Division, talked on NSA and CPS. 
Elizabeth Melick. and Marjorie Arm- 
strong were co-chairmen of this first 
workshop for the Moundbuilders. The 
sizable registration despite inclement 
weather included Athens Chapter (Ohio) 
members Betty Blackford, Mrs. Doris 
Simmons, Mrs. Wanda Anderson and 
Mrs. Betty Saxton. 

* * * 

River Park Chapter (Wyandotte, 
Mich.) is getting a background in the 
world of finance. Recent speakers in- 
cluded J. Ralph Wagner of The Na- 
tional Bank of Wyandotte, whose sub- 
ject was “Banks and the Community,” 
and Robert Stoetzer, Jr. of Hornblower 
& Weeks whose topic was “How the 
Stock Market Operates.” 
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Cincinnati Chapter (Ohio) members 
have devoted considerable time to vol- 
unteer work at the Cincinnati Veterans 
Hospital and the Ft. Thomas Veterans 
Hospital for several years. A certificate 
was awarded member Gertrude Crook 
Seyler on April 18 for completion of 
1000 hours as a volunteer worker, writ- 
ing letters, reading to the patients, etc. 

* * * 


Presque Isle Chapter (Erie, Pa.) had 
as guest speaker in March Miss Helen 
Uhlman,: director of the Erie Visiting 
Nurse Association, who presented an 
account of the work performed by that 


group. 
* * * 

Wood County Chapter (Bowling 
Green, Ohio) was represented at the 
Spring Conference on Preparation for 
the Modern Office of the Bowling Green 
State University Business Education De- 
partment by Mrs. Thora Kille, CPS, who 
spoke on “Preparation for the CPS Ex- 
amination,” and Mrs. Velma Kirchner 
and Mrs. Julia Readnower, who served 
on a panel with Mrs. Kille as moderator. 
The panel discussion was “Valuable Ex- 
periences during First Years of Secre- 
tarial Work.” 

* * * 

The program for Hackensack Chapter 
(N. J.) in April was presented by 
Leonard Goldblatt, Reader Service direc- 
tor, and Thomas Prime, advertising di- 
rector, both of the local Bergen Evening 
Record; the topic, “Working Women.” 

* * * 

“Success—Yours to Achieve” was the 
theme of the second annual secretarial 
workshop held by Syracuse Chapter 
(N. Y.) at Syracuse University. A high- 
light of the program was the panel dis- 
cussion “What Secretaries Mean to To- 
day’s Business,” with Dorothea Chandler, 
associate professor of the University’s 
College of Business Administration as 
moderator. The panel consisted of busi- 
nessmen and chapter members. Chapter 
President Jane M. Klausman introduced 
the workshop theme; chapter Vice Presi- 
dent Marguerite B. Menzies was work- 
shop chairman. This was presented for 
the benefit of the Susan M. Henley 
Memorial Scholarship Fund. 


A course tailor-made for the secretary 












interested in developing greater confi- 
dence and poise, improving personality, 
making new friends and developing ex. 
ecutive ability and increasing i 
power is being offered at Hofstra Col- 
lege during the 1955/56 school year 
through the efforts of the Educational 
Committee of Long Island Chapter 
(Nassau County, N. Y.). A part of the 
evening program, the course is being 
conducted by Dr. William A. Behl, as- 
sociate professor of Speech and deputy 
chairman for Graduate Studies in Speech 
at Brooklyn College. Another course be- 
ing offered with the cooperation of 
Hofstra College, conducted by E. Doro- 
thea Meyer, Ed. D., specialist in educa. 
tion for secretaries, is titled “Business 
Theory for Secretaries.” 
* * * 


Duneland Chapter (Gary, Ind.) used 
a Parisian theme for its Boss Night din- 
ner with “Can-Can Girls” (also known 
as secretaries Kaye Wall, Josephine San- 
tos, Mrs. Barbara Gray and Mrs. Joyce 
Hartmann) presenting a highlight per- 
formance of the eve. ing in the Cafe de 
NSA . . . actually the Crystal Ballroom 
of Hotel Gary. Mrs. Dallas C. Eckert and 
Mrs. Hartmann were co-chairmen of the 


affair. 
* * * 


Tappan Tree Chapter (Kent, Ohio) 
entertained members’ bosses at its annual 
dinner for them, celebrating the chap 
ter’s third anniversary at the same time. 
Guest speaker was Professor Winford B. 
Logan, Wooster College. Mildred 
Thomas was chairman of arrangements. 

* * * 


Crossroads of America Chapter (Indi- 
anapolis, Ind.) celebrated Boss Night by 
classifying each boss “A Good Egg’ 
L. V. Phillips, commissioner of Indiam 
High School Athletic Association, intro 
duced the evening’s speaker, Superio- 
tendent of Sullivan Schools Phil N. 
Eskew, whose topic was “Bi-focals.” The 
chapter also recently sponsored a catd 
party in the auditorium of a local de 
partment store, the proceeds of which 
were for the education fund. Two high 
school senior girls are to receive scholar 
ships this month following submission 
and judging of essays on “What a Secte 
tarial Career Would Mean to Me.” Mrs 
Mattie Dowery and Edith Roach were it 
charge of the fund-raising party arrange 


ments. 
* * * 


Yo-Mah-O Chapter (Youngstow?, 
Ohio) members addressed 70,000 et 
velopes for the Crippled Childrens 
Easter Seal campaign. 
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MARGARET A. HANSEN 
240 N. 21st Street 
Salem, Oregon 


NORTHWESTERN DISTRICT 


An audience of 520 previewed the 
latest trends when 15 models of Ever- 
green Chapter (Denver, Colo.) partici- 
pated in a fashion show. As a result, 
the treasury was substantially replenished. 

* * * 





At the March dinner meeting Book 
Cliff Chapter (Grand Junction, Colo.) 
honored guest Mrs. C. C. Hormel. This 
enthusiastic booster of NSA has entered 
into numerous activities of the local 
chapter, such as assisting with the Easter 
seal sale, hostessing all of the board and 
special meetings, et cetera. Two mem- 
bers were initiated. Bosses’ wives and 
interested secretaries were feted at a 
dinner and style show on Secretaries Day. 

* * * 


Following a buffet dinner of the Boise 
Chapter (Boise, Idaho) four members 
wete initiated by President Mrs. Alice 
Hoover. Employers of the new quartet 
were special guests. 

* * * 

A mother-daughter banquet of Black- 
hawk Chapter (Davenport, Iowa) was 
held in May. A local brokerage repre- 
sentative discussed the pros and cons of 
stock and bond buying. Three members 
were initiated. 

* * * 

Twelve past presidents were honored 
during Hawkeye Chapter’s (Des Moines, 
lowa) April birthday party. Jack St. 
Hall, style director of Salon Francois, ar- 
ranged a new coiffure for one lucky 
member. Preluding NSW a workshop 
was conducted at Drake University. 
"Broader Horizons for the Secretary” 
keynoted the program, the speaker being 
Dorothea Chandler, assistant professor 
of business administration at Syracuse 
University. Seminars and clinics were 
climaxed with a fashion presentation of 
good secretarial grooming through cour- 
tesy of Younkers of Des Moines. 

* * * 


“Hats” main evented the style show- 
dinner meeting of Sioux Chapter (Sioux 


| City, Iowa). Another highlight was the 


talk given by Editha K. Webster, honor- 
ary member and woman's page editor of 
the Journal-Tribune. Miss Webster re- 
ported on her New York trek where she 
teviewed current spring styles. 
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“Improving Your Memory” was de- 
scribed by Educational Program member 
Mrs. Helen Kissel of Tall Corn Chapter 
(Council Bluffs, Iowa) at the March 
dinner meeting. Principal points brought 
out were desire, impression, observation, 
repetition, association, concentration and 
imagination. Concentration was stressed 
as being the chief factor of memory de- 
velopment. A coke party for feminine 
business education graduates concluded 
NSW activities. 
* * * 

Junior Chamber of Commerce mem- 
ber James M. Henderson gave a resume’ 
of The Hoover Report at a dinner meet- 
ing of Ak-Sar-Ben Chapter (Omaha, 
Neb.). He pointed out significant find- 
ings of the Commission and answered 
queries on “Our Stake in Better Govern- 
ment.” 

* * * 

Five high school girls were guests of 
Neboma Chapter (Omaha, Neb.) at the 
Seminar for Today’s Secretary conducted 
at Omaha University. Member Mary 
Kenagy headed a group on “Communi- 
cations and the Secretary.” The scholar- 
ship fund was augmented through a 
style show at Brandeis Store. Three Ne- 
boma women modeled for a bridal scene. 

* * .* 

Career day was again featured by 
Oregon Trail Chapter (Portland, Oreg. ) 
when members invited students to their 
offices to observe firsthand a secretary's 
typical day. A circus theme, a talk by 
attorney John Ryan and songs by the 
Lewis and Clark College quartette 
rounded out the Boss Night dinner fes- 
tivities. The speakers’ bureau, chair- 
maned by Grace Holcomb, focused at- 
tention on NSA through chapter par- 
ticipation. Oregon Division President 
Dorothy Anderson coached 200 Cleve- 
land High School girls on “Office Eti- 
quette”; First Vice President Hazel 
Kellar enlightened Portland State Col- 
lege secretarial students regarding aims 
of the Association in promoting educa- 
tional and professional standards of sec- 
retaries, CPS rating and how to obtain 
a job and hold it. Career day Chairman 
Helen Rauschning appeared before the 
same group to acquaint them with the 
minute details a secretary handles. Civic 
projects continue to earn points. Stencils 
were prepared for the Oregon Society of 
Artists’ membership list as well as tele- 
phone and other assistance on the Civic 
Theatre membership project. NSW was 
sparked by proclamations of the Gover- 
nor and the Mayor, posters were dis- 
played (several firms devoting entire 
windows), TV and radio broadcasts 
were numerous, as were news items and 
pictures. 








































































Attendi the second annual Secretarial Work- 
on by the Syracuse Chapter are: rothy 
A. Gentzler, NSA chapter coordinator 1956 work- 
shop; Helen G. Curran, Curran arial Cen- 
ter; Acting Dean William P. Gormbley, College 
of Business Administration, Syracuse University; 
Dorothea L. Chandler, assoc. professor, Coll 

of Business Administration, Syracuse University 
and CPS Institute member; Jane M. Kliausman, 
president Syracuse Chapter; and Marguerite B. 
Menzi vice presid Syracuse Chapter and 
general chairman of the workshop. 





Leo J. Mason, vice president National Tube Divi- 
sion of United States Steel Corp., is crowned 
Boss of the Year at Boss Night dinner of Dune- 
land Chapter. His admiring ‘“‘court” includes 
i mer, chapter president; Mrs. Joyce 
Hartmann and Mrs. Dallas C. ert, co-chairmen 
of the affair; and Katherine Ozimec, Mr. Mason’s 
secretary. 









Enjoying a la p of Ottumwa Chapter 
(Iowa) are F ota Skidmore, vice president of 
Hawkeye; Clytle Shirkey, president of 
Irene Johnson, Iowa Division president, 
Beulah Miksch, vice president of Ottumw: 


wa; 


id CPS 
a. 








from the four corners of the NSA 








An effective Indian theme set the 
scene for Melior Vita Chapter’s (Sioux 
Falls, S. Dak.) Boss Night dinner. Will 
G. Robinson of the South Dakoia His- 
torical Society appropriately titled his 
address “So You Know Indians.” C. D. 
Rohliffs, honorary member and presi- 
dent of Nettleton College, received an 
Indian headdress and C. J. Delbridge 
was accorded special recognition on 
having attended all five such events. 
“The Sioux Squaws” quartette serenaded 
their bosses with “Lament of a Secretary.” 

* * * 


“You Can Be Charming” took on a 
new meaning when Mrs. Ethel Bridge- 
ford, former South Dakota Department 
of Health Speech and Hearing consult- 
ant, talked to the Mt. Rushmore Chapter 
(Rapid City, S. Dak.). She explained 
the ways of analyzing an individual's 
speech and the various types of speech 
defects which can be corrected. King 
and queen reigned at the Boss Night 
dinner when bosses and wives were 
entertained. A table was reserved for the 
five-year boss club. Those so honored 
received a sterling silver letter opener 
and a leather medallion inscribed with 
the name and date of admission to this 
exclusive group. Louisa Rose spoke on 
“What Is NSA?” Winning the boss 
award was Walter Mollers whose secre- 
tary, Clara Graham, placed a gold crown 
on his head. The “Wife of the Year,” 
Mrs. Harold Hardin, was presented with 
a bouquet of red roses by her husband's 
secretary, Ruth Davis. Organ music and 
vocal selections interspersed the program. 

* * * 


Glamour-consci6us secretaries of Sal- 
Ute Chapter (Salt Lake City, Utah) 
heard Della Loveridge, executive secre- 
* tary of state beauticians, discuss “Make- 
up and Hair Styling.” Seven chapters 
comprising Idaho, Utah and Wyoming 
were represented at the Division meet- 
ing in Salt Lake City as a prelude to 
NSW. A scholarship was presented to a 
high school graduate who will specialize 
in secretarial training at the University 
of Utah. 

* * * 

Aims and objectives of NSA were re- 
viewed by visiting members at Ttereve 
Chapter’s (Everett, Wash.) March din- 
ner meeting. Mrs. Viola Porter, Wash- 


28 


ington Division past president, spoke on 
purposes of the Association and Lina Re’ 
of Sacajawea Chapter (Seattle, Wash.) 
emphasized the CPS program. 

* * * 


Sacajawea Chapter (Seattle, Wash.) 
honored employers at its eighth annual 
banquet. The circus theme prevailed 
complete with clowns, a hand-balancing 
act and trained dogs. Twenty members 
spent an evening stuffing envelopes for 
the Easter seal drive. Subsequently, a 
psuedo-Hawaiian trip was enjoyed via a 
movie presented by Pan American Air- 
ways. Fresh pineapple provided the de- 
cor and Island atmosphere became ap- 
parent through the gyrations of a hula 
dancer and guitarist. 

* * * 

At the March dinner meeting, Walter 
Berlet shared his exciting color travel 
film on deep sea fishing off the Mexican 
coast. The Future Secretaries Club, spon- 
sored by Teton Chapter (Casper, Wyo. ) 
attended a workshop during NSW. 


FRANCES ALLEY 
1832 East 2nd Street 
Wichita, Kansas 
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“Hail the Chief” was the Boss Night 
banquet theme of Santa Fe Chapter 
(N. Mex.) March 19. All secretaries 
wore “squaw dresses.” Each boss received 
a tomahawk (with which to “scalp” his 
secretary) while each secretary received 
a small hand made Pueblo Indian drum 
(for “distress signals”) or small Indian 
moccasins (for a “quiet” retreat in case 
of office trouble). (Place cards were 
marked with “Hail the Chief” and orna- 
mented with Zuni Indian designs.) Gov- 
ernor John F. Simms, Jr. presented the 
Boss of the Year Award to Mr. D. M. 
Wyman, vice president and manager of 
Southside Branch of Santa Fe National 
Bank. Katherine Hayes, his secretary, 
wrote the winning entry on “Why I 
Feel My Boss Should Win the Award.” 
The award was an “Oscar” inscribed 
“Boss of the Year.” 








Stellar Chapter’s (Downey, Calif) 
first Boss Night dinner was held Febru. 
ary 21 with 104 bosses and secretaries 
attending. Nine new members were 
initiated at the March dinner meeting. 
Mrs. Eleanor Harmon, membership chair- 
man, presented a talk on Business Ad- 
ministration to high school students in 
April. 

* * * 

Houston Chapter (Tex.) members 
enjoyed a demonstration of the “Magic 
Suitcase” by Miss Robin Syme of the 
Public Relations Department of Gulf 
Oil Corporation at the March meeting. 
During March sixteen members partici- 
pated in career day programs at five 
Houston high schools. National Secre- 
taries Week began Sunday in Houston 
with a team of chapter members taking 
part in “Charades” on KGUL-TV. A 
luncheon and style show was held Tues- 
day in the Empire Room of the Rice 
Hotel. National Secretaries Day, forty 
lucky chapter members toured the 
Champion Paper & Fibre Company’ 
plant and were guests at a buffet dinner, 
On Saturday the chapter held its third 
annual Seminar for Secretaries at the 
University of Houston. Topics covered 
were: The Current World Situation, 
What Is Your E.Q.?, Pioneering a Pro- 
fession, and Management Views the 
Secretary. The movie, Production 5118, 
was shown. 

* * * 

Members and guests of Orange Em- 
pire Chapter (Santa Ana, Calif.) heard 
the Marine Corps Aviation Panel, mod- 
erated by Lt. Col. D. W. Thomson, 
USMC, at their March dinner meeting 
at Edo’s Family Restaurant in Garden 
Grove. The panel consisted of experts 
representing all phases of Marine Corps 
Aviation. The purpose of the panel is 
to acquaint the public with Marine Corps 
Aviation. A cocktail hour preceded the 
dinner at the home of Ruth Reinacker. 
Guests included Division officers Odette 
Coppock and Dorine George. 

* * * 


Denton Chapter (Tex.) membets 
toured the Federal Civil Defense Ad 
ministration. The purpose of the tou 
was to acquaint the members with th 
need for auxiliary and volunteer persot- 
nel to supplement the staff during 4 
disaster, emergency or test exercise. A 
demonstration of the communications 
machines was given and members welt 
allowed to practice the operation of the 
machines and equipment. 

* * * 

A seminar for secretaries was held st 
the Chamber of Commerce by the Ros 
well Chapter (New Mex.). Sevetl 
prominent speakers were featured at 
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subjects covered were: The Secretary 
and Public Relations, Qualities of an 
Employable Secretary, and Professional 
Horizons for the Secretary. A panel on 
Professional Trends for Secretaries was 
conducted with Anna M. Adams, CPS 
from Houston, as moderator. Exhibits 
included office furniture and machines, 
floral arrangements suitable for offices 
and wearing apparel for the well-dressed 
secretary. 
* * * 

Members of Golden Gate Chapter 
(San Francisco, Calif.) spoke on NSA 
to ten high school groups. In celebration 
of National Secretaries Week, the chap- 
ter held a boss-secretary luncheon on 
National Secretaries Day. 

* * * 


Governor Allan Shivers of Texas 
signed a proclamation designating April 
22-28 as “National Secretaries Week in 
Texas” and April 25 as “National Secre- 
taries Day in Texas.” The signing was 
witnessed by Anne Moore, president of 
Tower Lights Chapter (Austin, Tex.) 
and member of Institute for Certifying 
Secretaries; Division Secretary Lutie 
Ruth Carter; and Mrs. Jean Miller, chap- 
ter corresponding secretary. 

* * * 


“Where's George” was the theme of 
Lake Merritt Chapter’s (Oakland, Calif. ) 
annual Boss Night affair. Boss of the 
Year was Trigg Yonge, whose secretary 
is Verdene Tomlin. This was a joint 
event with the new Gateway Chapter 
(San Leandro, Calif.) members bring- 
ing their bosses to Oakland. Lake Mer- 
ritt President Mrs. Ann Turner gave the 
welcome address and Gateway President 
Mrs. LaVerne Craven presented the Boss 
of the Year scroll. The March meeting 
had Dr. Urban Whitaker from the 
World Affairs Council as guest speaker. 
Members from both the National Office 
Management Association and Oakland 
Sales Executive Association were pres- 
ent. With the installation of the new 
North Bay Chapter, a record of two new 
chapters in less than six months was es- 
tablished by Lake Merritt Chapter. Chap- 
ter President Ann Turner conducted the 
initiation and Division President Mrs. 
Marie Bishop was installing officer. Gate- 
way Chapter President Mrs. LaVerne 
Craven presented the NSA banner to 
the new chapter President, Mrs. Florence 
Dansdill. An education workshop was 
held by Lake Merritt Chapter on Na- 
tional Secretaries Day. A highlight of 
the day was the awarding of two $100 
scholarships. April 2 through 30 the 
chapter conducted a course of instruction 
by CPSers of the chapter for those secre- 
taries interested in taking the CPS exam. 
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March 19 the Desk Set Chapter (Cor- 
pus Christi, Tex.) was hostess to 171 
secretaries at “The Successful Secretary 
Workshop.” Dr. Ruth I. Anderson, dean 
of the Institute for Certifying Secretaries, 
spoke on “Letter Writing: An Essential 
to Secretarial Success,” and Ruth Wil- 
liams, CPS (Houston Chapter), spoke 
on “NSA and the Successful Secretary.” 
Other topics covered were: Qualities of 
a Successful Secretary, Making Friends 
by Phone, and a panel on The Successful 
Secretary Is a Professional. At the work- 
shop luncheon a chapter honorary mem- 
bership was presented to A. J. Cheatum, 
supervisor, Retail Institute of Del Mar 
College, by Division Treasurer Linda 
Newsom, who was mistress of cere- 
monies. 
* * * 

Cape Girardeau’s Sesquicentennial 
celebration to be held in August fur- 
nished the theme for Girardot Chapter’s 
(Cape Girardeau, Mo.) Boss Night party 
March 19. On arrival, each boss received 
a stiff celluloid collar with bow tie, circa 
1800. Kerosene lamps furnished the il- 
lumination and place cards were Gay 
Nineties caricatures in small gold pi-- 
ture frames. A barber shop quartet fur- 
nished the music and George Gayou of 
Missouri Retailers Association was speak- 
er of the evening. State Senator Albert 
M. Spradling, Jr. served as toastmaster 
and James A. Finch, Jr. was chosen 
“King Boss VI.” 

* * * 

Big D Chapter (Dallas, Tex.) in- 
stalled a new chapter at Sherman, Texas, 
March 24. Eleanor Lavelle, SWVP, initi- 
ated twelve charter members and Divi- 
sion President Virginia Bell installed the 
officers. Ludean Dixon is president of 
the new chapter. Thirty Big D members 
attended the installation dinner at which 
Chapter President Polly Peters presided. 
A chartered bus took twenty-five chap- 
ter members to the Division meeting in 
Galveston April 6-8. On National Secre- 
tarys Day the chapter held a “Partie 
Conversaxione” for prospective mem- 
bers. Saturday, April 28, a workshop on 
“Look Better, Learn Better, Work Better 
and Live Better” was held. 





ATTENTION ... 
NSA MEMBERS! 

CHANGING YOUR NAME? 
Moving to another state . . . another 
town ... another street? THEN please 
notify your NSA Executive Secretary. 

Miss Helen J. Boyle 

National Secretaries Association 

222 West 11th Street 

Kansas City 5, Missouri 
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When the Ways and Means Committee of Ever- 

green Chapter presented its annual fashion show 

this year at the Denver Dry Company, 

fifteen lovelies, all members of Ever, n, - 

eled before an audience of approximately 520 

poet. Snapped by the oy her are: Carol 
a 


rvey, Mary Pfander, elle Sulewsky, Jo Mad- 
=, “Beebe Sloan, Marion Lavine and Peggy 
ardner. 





Guests of Orange Empire Chapter (Santa Ana, 


Calif.) at a recent panel are: Major G. B. Far- 
rish, USMC, helicopter pilot; Major R. M. Sand- 

JSMC, all weather interceptor pilot; Lt. Col. 
D. W. Thomson, USMC, moderator of the panel, 
Marine Corps Air rnd executive officer; Major 


J. H. Berge, Jr.. USMC, day interceptor pilot; 
and Major R. H. Rainforth, USMC, ground at- 
tack pilot. 


Gov. John F. Simms presents Boss of the Year 
Award to Mr. D. M. — at the Boss va 
banquet held by Santa Fe Chapter. Genial Mr. 
Wyman won the award on the basis of an anony- 
mous entry written by his secretary, Katherine 
Hayes, in the first annual Boss of the Year com- 
petition held by the chapter. From 1. to r. are: 
Gov. Simms, Mr. Wyman, Mrs. Hayes and Mr. 


L. D. Wilson. 
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Accounting, Simplified 
for the Busy Secretary 


(continued from page 22) 


display the results of the addition (or 
other calculation). Some nonlisting ma- 
chines have two registers and two dials 
with the ability to transfer totals from 
one register to another. Most nonlisting 
machines are key driven although elec- 
tric models are available which clearly 
reduce the finger pressure required and 
increase the speed of operation. These 
machines are also excellent for rapid 
multiplication of small numbers, al- 
though there is no listing to check back 
to. Verification is usually done by re- 
peating the calculation. Subtraction is 
accomplished by adding complementary 
numbers. 


Listing machines provide a printed 
record of the numbers involved in a 
computation. The listing may be on a 
tape or other record. These machines are 
available with full keyboards or with 
ten-key keyboards. Some listing ma- 
chines are supplied with two registers 
with or without visible dials, and some 
have the ability to transfer subtotals from 
one register to another. Some machines 
provide for direct subtraction, but if the 
result is negative a complementary num- 
ber will appear. Other machines auto- 
matically print the correct negative 
amount with a credit or minus sign. 
Some listing adding machines are sup- 
plied with wide carriages and movable 
and split platens and are suitable for use 
as simple bookkeeping or posting ma- 
chines. Some adding machines are 
equipped with drawers to serve as cash 
registers. Adding machines are being 
.mproved upon constantly and some 
models have been developed to the point 
where they can be used as calculators, 
listing all factors‘of a multiplication or a 
division as well as of additions or sub- 
tractions. 


Both the listing and the nonlisting 
machines are available with totaling ca- 
pacity from 6 to 13 digits. This latter 
capacity is sufficient to record 99 billion 
dollars including pennies. With all the 
variations in the design, use and capacity 
it is small wonder that adding machines 
are among the most popular classes of 
office equipment. 





Bright New Future 
For Americans 


(continued from page 17) 


welfare, assures a higher degree of se- 
curity for workers. 


Husband-hunting will be easier—de- 
spite the gradually rising per cent of 
females in our population. Back in 1890, 
one third of all women over 14 years of 
age had never married; by 1950 only one 
fifth of those over 14 were bachelor 
girls; by 1960 even less will probably re- 
main single. This must be correlated 
with increasing family security and high- 
er earnings. 


Here's how it sums up: With seven 
per cent of the world’s land and six per 
cent of the population, the United States 
now produces well over one third of the 
total goods and services and nearly half 
of the manufactured goods of the globe. 
Real income of more than 160 million 
Americans tops that of the 600 million 
people of Europe—including Russia. 


Despite five-year plans and various 
trade programs of other countries, we 
are likely to keep our lead—may even 
increase it. 


Fact is, American business can look 
forward to a market for consumer goods 
three times greater than in the early 
thirties. And a calculated capital expend- 
iture of $66.5 billion by industry, indi- 
viduals and government in 1960 as 
against $52.4 billion in 1952 further 
promises that our rate of growth will not 
decline. 


As Adolf A. Berle, Jr., chairman of 
the Board of Trustees of the Twentieth 
Century Fund, sums it up: “The United 
States has not merely climbed to a new 
plateau, but is ascending heights whose 
upper limit is not yet measurable, and at 
an accelerated rate of speed.” 


Our steady expansion has been fre- 
quently laid to our large store of natural 
resources. But Russia probably approach- 
es—if it doesn’t actually equal — our 
resources. And perhaps China does, too. 


“Technology is America’s primary and 
basic resource,” Dr. Dewhurst declares. 
“Without it all other resources would be 
economically nonexistent.” The Ameri- 
can Indian, he points out, who lived here 
far longer than we, had no way to use 
the tremendous resources he stood upon. 

Our marked lead over the rest of the 
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Dates to Remember 


DIVISION MEETINGS 
Southwestern District 
California 
Time: May 19-20 
Place: Sir Francis Drake Hotel, 
San Francisco 
Missouri 
Time: May 19-20 
Place: Arrowhead Lodge, Lake Ozark 
Southeastern District 
Alabama 
Time: May 19-20 
Place: Whitley Hotel, Montgomery 
Carolinas 
Time: May 11-13 
Place: Poinsett Hotel, Greenville, S.C. 
Delaware-Maryland-District of Columbia 
Time: May 18-20 
Place: Hotel duPont, Wilmington, 
Delaware 
Georgia 
Time: June 8-10 
Place: DeSoto Beach Hotel, Savannah 
Kentucky 
Time: May 26-27 
Place: Sheraton-Gibson Hotel, 
Cincinnati, Ohio 


Virginia 
Time: May 19-20 
Place: Williamsburg Lodge, 
Williamsburg 
West Virginia 
Time: May 26-27 
Place: Frederick Hotel, Huntington 
Northwestern District 
Colorado 
Time: May 19 
Place: Alamo Hotel, Colorado Springs 
lowa 
Time: May 18-20 
Place: Chieftain Hotel, Council Bluffs 
Minnesota 
Time: June 2 
Pla Hotel Duluth, Duluth 
Nebraska-South Dakota 
Time: May 26-27 
Place: State Game Lodge, 
Custer State Park, 
Black Hills, 
South Dakota 
Northeastern District 
Michigan 
Time: May 18-20 
Place: Harrington Hotel, Port Huron 
New England Conference 
Time: May 18-20 
Place: Hotel Statler, Boston, Mass. 
New York 
Time: May 18-20 
Place: Hotel Mark Twain, Elmira 
Ohio 
Time: May 18-20 
Place: Mansfield Leland Hotel, 
Mansfield 


(Covington Chapter Hostess ) 


Wisconsin 
Time: May 18-20 
Place: Hotel Schroeder, Milwaukee 


REGIONAL MEETINGS 
Northwestern District 
Region I 
Time: October 12-14 
Place: Spokane, Washington 
(Spokane Chapter ) 
Davenport Hotel 
Region II 
Time: September 28-30 
Place: Casper, Wyoming (Teton 
Chapter ), Townsend Hotel 
Region III 
Time: October 26-28 
Place: Minneapolis, Minnesota 
(Gopher Chapter ) 
Radisson Hotel 
Southwestern District 
Time: November 3-4 
Place: Captain Shreve Hotel, 
Shreveport, La. 


NATIONAL CONVENTION 
Time: July 18-21 
Place: Detroit, Michigan 





Welcome New Chapters 


RICHMOND, CALIFORNIA 
(North Bay Chapter) 
President 
Mrs. Florence Dansdill 
790 Kern Street 
Richmond, Calif. 
First Vice President 
Mrs. Edith Paul 
5201 Garvin Avenue 
Richmond, Calif. 
Second Vice President 
Mrs. Charlotte Donaldson 
3227 Lowell Avenue 
Richmond, Calif. 
Recording Secretary 
Mrs. Irene Dias 
661—22nd Street 
Richmond, Calif. 
Corresponding Secretary 
rs. Helen Crisp 
2771 Bowhill Lane 
San Puablo 10, Calif. 
Treasurer 
Mrs. Roberta Wise 
2778 Bowhill Lane 
San Puablo 10, Calif. 


SHERMAN, TEXAS 
(Sherman Chapter) 
President 
Ludean Dixon 
1212 N. Travis St. 
Sherman, Texas 
Vice President 
Mrs. Billie Magers 
521 N. Wharton 
Sherman, Texas 
Secretary 
Mrs. June Corbin 
200 N. Travis 
Sherman, Texas 
Treasurer 
Mrs. Nell M. Hughes 
P. O. Box 622 
Sherman, Texas 


Changes in 
Officer Directory 


ATHENS, OHIO 
Vice President 
Mrs. Barbara Sweeney 
9 Morris Avenue 
Athens, Ohio 
Secretary 
Betty Blackford 
Box 344 
Chauncey, Ohio 

























































Treasurer 
Charlene Munn 
31 E. Carpenter Street 


ELMIRA, NEW YORK 
President 
Eugenia Ji Bednarchik 
1100 College 
Elmira, foe York 
GASTONIA, NORTH CAROLINA 
First Vice President 
Mrs. Margaret Ensley 
Route 3 


N. C. 
LAKE CHARLES, LOUISIANA 
President 
Mrs. Florence Pyczak 
2008—12th Street 
Lake Charles, La. 
OLYMPIA, WASHINGTON 
Treasurer 
Mrs. Caro R. ae 
Route 6, Box 1 
Olympia, Washington 
OMAHA, NEBRASKA 
( Neboma Chapter) 
Vice President 
Lee Ceder 
4647 Farnan 
Omaha, Nebr. 
ORLANDO, FLORIDA 
President 
Caroline N. Moscrip 
1018 Wilkinson 
Orlando, Florida 
POMONA, CALIFORNIA 
President 
Mrs. Nina Andres 
166 Sharon Drive 
Pomona, California 
SALINAS, CALIFORNIA 
Recording Secretary 
tree Redlin 
119 Cayuga Street 
Salinas, California 
STOCKTON, CALIFORNIA 
Corresponding Secretary 
rs. Anne Gerber 
35 N. Hunter Street 
Stockton, Calif. 
WINSTON-SALEM, N. C. 
President 
M. Jean Sutherland 
308 Gray Court Apts. 
Winston-Salem, N. C. 
Vice President 
Lottie Chitty 
825 W. Sth Se. 
Winston-Salem, N. C. 
Recording Secretary 
Vertie Mae Spr’ 
425 Williams Street 
Winston-Salem, N. C 


DIVISION OFFICER CHANGES 


President of Arkansas Division 

Lois Schrodt 

715 N. 39th Street 

Fort Smith, Arkansas 
President of Del.-Md.-D.C. 

Ellen Carey 

Apt. 706 - %222 Eye St., N.W. 

Washington 7, D. C. 
Missouri President 

Helen Miller 

800 E. Rodney Drive 

Cape Girardeau, Mo. 





SECRETARIES 





You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. 


Friends, 


Merchants or Employer will not know 
you apply for loan. Repay 
nient monthly payments. 

in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr.  Brundide 


e Name 


in conve- 
Full details 

















Address. 





City. State. 
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No... 
The IBM Electric 
can’t spel 


‘ a 


...it will give you the best-looking letters 
you ever saw—in less time and with less effort! 


The best-looking typing in the world 
comes out of the IBM Electric. You 
can’t vary the even, uniform IBM typ- 
ing, no matter what touch you use. 





Electricity does the work! One hour 
of typing on an IBM takes less “finger- 
effort” than three minutes’ typing on 
a manual. This ease—and the many 





IBM time-saving aids—help get 
typing done in far less time! ; 


Once you and your boss see the s 
IBM Electric, you're sure to ag 
it does more for you than any of 
typewriter! So why not ask your 
to call IBM today? You'll both be 
glad you did! 








ELECTRIC 


TYPEWRITERS 








eee OUTSELL ALL OTHER ELECTRICS. COMBINED 








